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Designed to assist training coordinators in the 
initial institution fasiliarliation training for nev esployees in 
qMrrectional institutions, this lanual consists of tvo parts t jthis 
dotetisent (Fart I), vhieh is the training coordinator's guide, and the 
tra^iiing prograa (Part II - Cl 017 267) • In a general introductio^n 
the advantages of these course saterials a're outlined^ stressing^ '^1) 
hov their use vithln the first forty hours after an esployee* sentry 
on duty insures standardized, unlfors training of staff at a41 
federal prisons; (2) thf instructor's capability of being flexible 
and creative in his approach because of the variety in types of 
training satf rials; (3) that tests are included to seasure whether or 
not the training objectives have been set and that reaedial lesson 
plans are provided to correct low perforsance in any area. A 
recoaaended sequence Is given for the four subject areas 
(introduction, security, working with iniates, and eaergency) which 
are covered in Part II, The lajor p&rts of this guide are as follow: 
a lesson plan on evaluation ob Actives to be s^^t by the training 
coordinator; a lesson outline, focusing on how to write, give, and 
use evaluative Instruients; practice and written tests for all four 
subjects in Part XI, including Instructions for their use and answer 
keys; a lesson plan to develop local training ■aterials to ae#t 
unique local institutional needs while being consistent with the 
overall goals and tone of this prograa; and an outline for refiedlal 
training evaluation and design. (ELG) 
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FOREWORD 

\ Thls^minuil hi% been deslghed to isslst you In providing Initial 
• / 

institution fanmlarlzitlon training to your new employees. It 
eentalns ditailed Infonnitlon on admlnlitirlng' thi eoufses, lasson 
"pUns^. wrJtttn ttstSt actual practlci tests, rtproduclbli masttrs ^ 
of stydant/handouts, and^master reproducible copies of slldts or 
overhead transparencies. Also Included, but under separate cover 
are sets of slides, audio tapes, and video tapes which are referenced 
InHhe lesson plans, . ^ 

Every effort has been made to provide you with the best In 
standardized materials-, as well as the opportunity for you to 
"customize" topics which pertain to your particular institutional 
n^d. 

The Staff Traininq^ Branch recognized that these materials 
must be supplemented by your Interest * instructional abilities, 
and empathy for the new employee. With this combination, we^feel that 
the Institutional Familiarization Training Program will be an 
uritiual If 1e<f success. 
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INTRODUCTIOli TO INSTITUTION FAMILIARIZATION . , . 

B^kfiROUND , . , • ' 

This guide his bew pripared to help you use the attached, tri1n1ng 
matirlils In the tnost effective, efficient way possible. Please"Tike 
a few ffllnutts to read It befone txanilnlng the othef material. The 
lesson plans, aud1o-visua1s, tests, etc., that you have been provided 
were designed by a task force compostd of institution Tralnl^ng 
Coordinators, (representing all regions and types of Institutions), 
Staff Training Center instructors, and representatives the Staff 
4 Training Branch, Central Office. This task force has prepared this 
mataflal with certain goals 1n mind: 

STANDARDIZATION AND UNIFORMITY OF TRAINING 

One of the concerns of the task force was that the quality and 
quantity of institution-based sttff training varied v/idely from one 
' institution to another. There were also some concerns that the "right" 
kinds of training weren't being delivered at the "right" times* The 

topics in this first 40-hour package were selected and included because 

s 

they were identified as critical skills which an employee had to have 
before he could reasonably be expected to perform well on the job. The 



Although /the term "he" is used throughout this training program* 
It indicates all persons regardless of sex. It 1s anticipated 
that both males and females will be involved in this training, 
as well as 1n presenting the training. 



objic'tlves for iich topic were SiUcted for thft sime reasons-- 

iiittiw* »*tt»i«f 6r net •n •iiipl^i«^*id 'bttn given ^ho|| crttlwV , 

In order .to Insure'that all employees, no matter where they receive 
thiir initial Iralning, start out with the same basic level of Infor-' 
nation and skills; we are requiring that the objecti ves contained In 
these materials be covered In the Inftial 40 houri of training at all ' 
institutions . You may expand the unlts^of s^tudy and deliver more > 
training to meet certain local objectives If you wish; but you must, 
at a minimum, cover the standardized objectives wl havi provided. 
Another important point : Since we have identified this material as 
critical training, it ought to be delivePid within the first 40 hours 
after an employee's entry on duty. The training standard requires tijat 
^e receive such training before he is actually placed on a spfcffip-job 
assignment, f 

I 

FLEXIBILITY OF DELIVERY , , " ' . 

The institution which hires a new empjoyee only once every six or 
eight months, in contrast to a larger institution which may bring on 
five or six employees at a time, has traditionally had a distinct 
disadvantage in providing formal training to new employees. Such an 
institution has especially had difficulty in providing training during 
the first 40 hours after E.O.D. The advantage of these training 
materials is that a Training Coordinator knows what specifiq objectives 
he has to teach^ he can arrange a variety of appVoaches using everything 
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from tridltlonil licturts (for lirgt groups of trainees) to reading 
Mttrlali and aii Individual counst11ng/d1i^ss1o|^^§1on (with ont 
effiployee). The objectlves^-and the test quistlortt-^ffmaln the sMie. 
^"itr'havt provided additional training materials i^/lth some of these 
lesson modules; in most cases, they can be used with one or more 
tra1nees--1t isn't always necessary to run a formal class* This, 
of courset requires that the Training Coordinator exercise a little 
creativity arid flexibility. 



EVALUATION AND REMEDIAL FOLLOW-UP 

This is probably the most significant advantage that^vill be provided^ 
by 'these- new tt^ining materials. Included with the package is a compre- 
hensive written test and an actual practice test. We've already commented 
on the standardized objectives ahd these two ^ttsts are related to those 
objectives--they measure whether or not the? objei^i ves established for 
the training have been met. The comprehensive wrlttfn test measures 
learning objectives--that material which you attempted to pass on in 
the actual training situation; the actual practice test measures per- 
formance objecti ves--Kow well the trainee is able to perfo^ specific 
tasks during the training and when he returns to the job. \ 

When a trainee has completed training, a copy of ^th telts should 
be in his training file. The purpose of the '€ests is not for\use as a 
"pass/fail" document; no one "flunks" and is fired as a result of his 
test scores. But if an individual doesn't meet a particular objective 
for conducting shakedowns he and his supervisor can be so'' advised; the 
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p^formnce dlscrtpancy can bi noted; and corrective steps tian be * ^ . 
Minq th# RMiedldl Training Letson KapJ . | ^ 

. lAdmlttedly,* this sort of itp'"'*^*'* riqaire more wrtjk on your 
part and it will require more follow-up on the. part of the emRloyee'i 
supervisor, both in eva1i/at1on and In ranedjai training. However, b)r,.— 
following this process; you, the, Institution* and tte tftployee will % 
^have a better record of what/ training the ^individual actually received; ^ 
, and cnore importantly* how that training has been transferred to job 
peformance: You will be able to carrect problems befor^ they result 
iri^necessary dismissals, ^etc. In short* you will be doing" your job 
effectively as a Training Coordin|tor 

ADDITIONAL INFORMATION ' ^ . . ' ' ji . 

^ This section is provided to answer any questions that you may still 

have regart/ing this material or clarify any areas that may still be 

unclear. ^ 

' ft 

,- ' ■' ■ ' 

1, Who gets this traihing? Every new* full-time employee must 

; , receive 40 hoijrs of introductory training. 
; Every employee shares responsibility for 

insuring security and providing correctional 
programs* regirdl ess of his particular job 
/ specialty. This program is not Just for 

" ^ ' correction al of ficeri , 

2, Must I follow the objictives or can I substitu te? You must follow 

the objectives provided since that Is the 
only way we can assure standardization 
throughout the Bureau of Prisons. ^ You may 
; ' add additional objectives related to specific 

local .needs* (They* of course, should be 
consiitent with the standardized objectives) 
in f^ct, spaces have been provided for )tou 
to write in "local option" objectives. 




* b 



ttost I give tht teitst . Yti;, wid a rtpristntatlvr^mplt of ttsts 

* --iake\from Indivlduil ©nptflyei training 
'fllts—wiTl be examined durlrw^audits to ^ 
«tot tort of TwmAih^M 

i ' Vp action has betn taken, \ 



er 



When does this draining take^place? * During the first 40 hou 
r~ thi ^ew anployfe's entry on duty. ^ 

No em ployee should be assigned * Job \ \ 



5. 



NO employee snouiq pe agsignea f. jop \ n 
wItTiout first having received 'this tra\n1nfl. ^' \^ 

ere can I flet further answers to quest|jns about this material? 



Call your Staff Training Center liaison 
and/or the Staff Training Division, 
Central pffice (724-3215, 6 or 7). 

'6. Is therj a reeommgnded sequence of glasses? Yes; see the next page 
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RECOMMENDED TRAINING\ SEQUENCE 

Thtre 4re 20 topics that have bien identifed as of cr1t1)sal 
Impoftanct l\ aqulpp^jfig an employee tq dc^ his Job In 
Instituwon. 

The order* br sequence, of these topic$ may varry dapend|1ng on 
avatlabnity af instructorSs facilities, etc* However, the 'topics 
have been grouped\ln to four areas that have a direct relationship 
one another a/id, th^us, should be presented together. 
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GROUP I — I NTRODUCTQRY 

\ • 

-- Introduction. t0 Institution Farm nanzation 

Personnel PrcTce^sing and Clothing Issue ^ 

F|ci 1 1 ty Tour , . 

\ Employee Conduct and Responslbn 1 ty 

\ Duty Roster and Assignments 



GROUP II " SECURITY 

Contraband Identification and Control 
Security Inspections 
* Shakedowns-'Area Search 

Shakedowfv^-- Inmate Pat and Strip 
' Tool and Key Control 
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GROUP III WORKING WITH INMATES ^_ 
. Inmate Programs and Services 

' Inmate Accountability and Custody 

Counting Procedures ' . 

Inmate Di sci pi i ne 
Writing Incident Reports 

-.A 

Administrative Remedies 

Freedom of Information and Privacy Acts 

GRQUP_ IV — EMERGENC Y 

Firearms and Gas Familiarization 

Emergency Plans ^ 

Each grou|5, and topic wfthin the group, is presented as an 
instructional package In a separate section of this manuel . ^ t 
Contained in this instructional package are: 

" A lesson plan with the objectives, time fra'me, suggested 
materials and methods; 
A lesson outline; and 

Visual aids or handouts supporting the lesson plan. 
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You should note that tht lesson outline 1s not a word-for-word 
presintatlon of the subject, rather It offers suggestions on ways to 
present the material. Your experiences^ Institutional examples, and 
situations are what will make this a meaningful learning experience 
for the new employee. The visual aids can be used to support your 
lecture, or they can be used as hand-out material. 

Once you have determined to present a^jroup (roughly equivalent 
to one day's presentatfon) of topics to your new employee, *you' should 
Review the lesson' plan and lesson outline for each topic; 
1 --.Check the Evaluations Section of this manual to deterijilne 
the nature of the Comprehensive Written Test and Actual 
Practice Test Chat will be given; and " 
Review the handouts and supportive audio-visuals 
(vu-graphs, slides, audio tapes, and video tapes). 



Evaluations 
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INTRODUCTION TO "EVALUATION" LESSON PLAN 



PLEASE NOTE: This lesson plan 1s for use_,by the institution 
Training Coordinators to Insure that they make 
the fullest possible use of the evaluation 
'instruments Included with the "Institution 
Familiarization" package. In addition, it 
will aid the local coordinators 1n deve^toplng 
their own test questions to measure how well 
"Inititution Option" training packages and 
"Local Option" objectives (which have been 
, added to the standardized packages) have been - 
communicated to the trainees, 
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LESSON PLAN (EVALUAflON) 



LESSON TITLE: Evaluation 

TIME FRAME: Varied (dependi ng^ on needs of the individual Training ; 

Coordinator) 

MATERIALS: Copy of attached outline, blank copier of "Actual Pj-actice 

Test" ^d "Comprehensive Written Test-," Keys for both of the 
preceding tests; writing materials. 

PRIORITY: For use upon completion of any 40 hour introductory training 
program at the institution, 

LEARNING OBJECTIVES: After , sel f-study of this mateHal , each Training 

Coordinator will be able to: 

A. Define "Validity," "Learning Objective*" and 
"performance Objective" with 100'' accuracy. 

B. List, and briefly, explain, three reasons, for 
testing trainees. (100^^ accuracy). 

C. Correctly evaluate three test responses to 
insure that th^ satisfactorily measure an 
objective, (lOOr accuracy) 

PERFORMANCE OBJECTIVES: During the course of conducting institutional 

training programs, each Training Coordinator 
wi 11 be. abl e to : 



A. Develop written test questions which meet 
the criteria for "sound^rel iabl e questions 
and which adequately measure training 

/ objectives, (100% accuracy)* 

B. Insure that each trainee who completes the 
40 hour institution introductory training 
sequence completes both the "Actual Practice 
Test" and the "Comprehensive Written Test," 
within eight hours after formal training 

has been completed. (100% accuracy)* 



C. Correct, return, and discuss with each 
trainee all "Comprehensive Written Tests" 
within five days after the test has been 
completed by the trainee. (100% accuracy)* 



D.* Keep the "Actual Practice Test" responses 
up to date by following the -'Actual Practice 
Test Schedule'* to insure that supervisors 
and other "testers" are meeting scheduled 
dates for evaluation, (1001 accuracy)* 

Make written or oral notification of indi- 
vidual supervisors regarding aay problems 
identified on either the "Comprehensive 
Written" or ■■Actual Practice Test" within 
five working days after either test^has 
been corrected. (100%)* 

F, Develop remedial training programs for 

individual employees based on deficiencies 
identified through either test, within 
ten working days after the deficiency is 
noted, (100'^ )* 

All perfcrmance objectives will be evaluated by the S,T.C. faculty 
member assigned responsibility for auditing t^e institution's staff 
tra i ni ng program . 
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^ LESSON OUTLINE (EVALUATION) 

We have already exposed you to a lot of cotments regarding the 
evaluation process, its importance and purpose, in other material 
included in this total package: "The Tplning Coordinator's Guide 
to Introductory Training Sequence Materials;" "Overview of Introductory 
Training For New Employees;" "The Refnedial Training Les,son Plan; and 
on the instruction sheets for both tests. This lesson plan will bnetiy 
review some of the important points made in those documents but will 
concentrate on some me#hanics--how to write, give, and use evaluative 
1 nstruments. 

REV I EW : DEF I N ITJ 0N_,QLJ1M 

X" 'VALIDITY" - Any means (tests, interviews, observation of on-the- 
- job performance, etc j used to insure that a trainee 
has obtained ceriain skins and/or i nfonnation , and 
that those skiffs and/or that information has had 
^ an effect (hopefully positive) on how he or she is 
able to do the job, is an attempt to- measure the 
''validity" of your training program. 

"LEARNING OeJECTIVES" - What you hope the student will be able to 

accomplish during the formal training session. 
The "Comprehensive Written Test" measures 
the "learning objectives" for each segment in 
the Introductory Training Program. 

"PERFORMANCE OBJECT_Ij/ES' - What you expect the trainee to be ab^e to 

do once he/she returns to the job. The 
''Actual Practice Test" measures the 
''performance objectives" for each segment 
t+ie Introductory Training Program^ 



REVIEW; PURPOSES_^F TRAINING 



A. Tests are not intended to "trap" or "get" trainees, but to 
measuri~how~wen information was communicated from trainer 
to trainee. (A h'ard test which no one can pass is not 
necessarily indicative of either a good trainer or a good 
trai ni ng program, ) 

B. Test questions should be based on objectives; those objectives 
should be known by the trainees so that they can prepare 
adequately to take the test, 

C. Failures on tests to achieve a certain standard should be used 
to: 

1. Build remedial training programs for the individual 

trainee who failed^a particular question or set of questions. 

1 " 



2. Alert the Training Coordinator and Supervisor to watch for 
potential problems indicated by test failures and move to 
correct therri. i 

3. Alert the Training Coordinator to areas of instruction that 
may be weak and need additional time or effort, 

D. The Bureau encourages testing in its training programs to 
insure that all the steps in "C" above are carried out, as 
well as to: 

1. Insu're consistency in training offered at all institutions, 

/' 

2. Let the trainee know where he may experience difficulties 
so that he can coVrect himself and become a more pro&ctlve 
em'pi oyee . 

3. Give us a data base so that we can justify, or eliminate, 
the material we deliver in training. This helps insure 
that the training we do deliver is of ^ high quality and 
applicable to actual job performance needs. 

IMP ORTANT : ALWAYS advise trainees, prior to testing, that we do 
"^"^ not use tests as a pass/fail system for weeding out 

employees. That we use it solely for the purposes 

identified in "C' and "n," 



HOW TO T EST ' ' L| AR NJ NG; ' ^ 

A, Go over the test questions yourself; make sure the students 

know the objectives they will be tested on and make sure 

those objectives are adequately covered during the training 
session itself. 



B. Put the students at ease and allow ample time to take the 
test. 

C. Insure feedback - Make sure the student gets a correctea copy 
of his test to exami ne thi n a short period of time. (Within 
5 days after he/she has taken the test in this program.) 

D. Discuss deficiencies identified by the test with each student 
individually; help him/her develop a plan to correct those 
deficiencies. A copy of the completed test - in the individual's 
training file - etc. - should always be available for his/har 
examination. 



E, Make sure that supervisors are aware of what skills-Information 
you test for, and that they actively follow-up to insure that 
anderstanding of objeGtives is demonstrated oo^the job. (They 
nave to take an active part in completing the "Actual Practice 
' Test,") 
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\. Check those questions that Are always missed; are they con- 
^ fusing-, inadequately stated, e|p.? If so, rewrite thei to 
adequately measure the objective. (Please check with the 
Staff Training Division, Central Office, before rewri ting any 
. /Ibf the standardiaed questions on the "Comprehensi^ Written" 
or "Actual Practice Tests." 

HOW TO SCORE A TEST 

The im^rtant thiflg«to remember in scoring a test is that it is based 
on objectives and each objective should have a performance standard built 
in/ (All of the objectives developed for the introductory training 
program have such 5tandards--100^ 80%, etc.) Your two standardized tests 
f%r the iatroductory .program indicate what section of the training program 
the questions that follow are diawn from. Look at page one of the 
"Comprehensive Written Test;' the first questions- are taken from 
'•Counting Procedurrs.^ You check that section of the program aM see 
that for question one, the standard is 80 U thas,Jf the trainee has 8, 
9, or 10 correct principles written down, he has passed this question-- 
^if he has 7 or less*, he has. failed this question. Obviously* he needs 
to spend more time studying the material regarding the basic principles 
for conducting counts. 

Question two requires lOn: accuracy; if the trainee's response _ 
doesn't match the answers on the key almost exactly, he's failed this 
question . 

The "Actual Practice Test" is a little different, because you are 
asking the supervisor or evaluator to observe whether or not an employee 
demonstrates certain specific behavior. Either h§ can perform as 
described in the test question or he can not; the key here is to tnake 
sure that your description of ^hat behavior you want the emplQi(^e to 
dOTonstrate is as exact and specific as possibfe. The^ standard^r all 
of the "Actual Practice Test" items is 100". (The evaluator also has 
to be extremely specific and exact in describing what the employee 
cannot do--the "performance discrepancy,") 



^ HOW TO WR ITE TEST QUESTION^ 

At some point in time, either during this program in connection 
with "Local Option Objectives" or "Institutional Option Training 
Programs" or on some other OTcasion, you are going to want to write test 
items. The rules for doing so are fairly simple: 

A, First, d«i^ what you want to measure--what does your 
objective say? 

B. What's the best way of measuring this--with a written question, 

actual observation of perf ormancp , production of a product, etc? 
(Remember: a test does not have to be a paper and pencil 
exercise.) 
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D, Don't make the mistake of having the wrong kind of test for a 
particular acti vi ty--1 . e. i don't test whether or not someone 
-can drive a car strictly on the basis of a written test; take 
him/her out in a car aod see how he/she operates it, 

. E. Ask yourself, "is it really important that I try to test this 
is it critical to actually doing the job?" 

'Again, feel free to contact the Staff Training Division, Central 
Office (202) 724-E15 or 3216, if you want additional advice, ideas 
on testing. 

By the way, if you decide to add local option questions to the 
institution orientation pacl?age's standardized tests, feel free to 
add them on to the last page of either document. 
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INSTRUCTION SHEET : HOW TO GIVE AND USE THE ^'ACTUAL PRACTICE TEST " 

TRAINING COORDINATOR: ^ 

First, all tMinees should be advised of the contents of the 
test (they may be given a copy) and how 1t will be used, ^ 

The test contains areas of performance which must be observed by 
the evaluator either during the training session or on the job, 
The^e aVeas are keyed to the Perfonriance Objectives contained 
in the instructional material. , • 

An evaluator may te the Training Coordinator, the employee's 
immediate supervisor, or ^an associate Instructor. tSomeone 
5^]ected by the Training Coordinator from the Institution 
staff who delivers a portion or portions of the training.) 
The evaluator must sign and date each area evaluated at the 
time he evaluates the activity. 

If i trainee has performed the activity described in a correct 
manner and met the objectives* "Yes" should be checked. 

If the activity has not been performed in accordance with 
* the objectives, "No" should be checked; AND: 

In the space labeled "PERFORMANCE DISCREPANCY", the evaluator 
should concisely and sj3e_c1^fj^cal[l^ describe what It was that 
the trainee was unable to dO- 

The Training Coordi natjr wi 11 check all "PERFORMANCE DISCREPANCY" 
statements, and confer with the employee and supervisor re: 
development of remedial training. (This should be done within 
5 working days after the performance discrepancy is Identified,) 

The Training Coordinator will follow up remedial training by 
fg^f^val ua ti ng the area previously failed and noting any 
positive/negative changes that occurred as a result of remedial 
tral n1 ng . - 

p_L_|ASE: jl) Pay attention to time frames established for each 

area evaluated after 30 days, within 90 days* etc. 

(2) Discuss each page of the evaluation with the 
trainee and have him sign and ..date it. 

a 

(3) Keep an UP TO DATE copy of this e^araination 1n each 
employee's training file. It will* be examtned 

durinq audits. The employee may see .this examination 
upon his request. 
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Phase 
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J ACTUAL PRACTICE TEST . ^ 

Attached is the Actual Practice Test that you will be evaluated 
n during your first year or the job. You should look over the 
sgiiedQie of when certain Items will be evaluated and check with 
your' supervisor or Trainirfg Co^dinator to be sure that your^ 
evaluation is on schedule. 

Remember, the Actual Practice Test is an indication of how 
you are using the information gained from your training activities. 
Each topic covered on the test ha^^a place for your signature 
so you will know where you stand at all times. 

SCHEDLO , 

Test Phase 

1. DURING THE 40 HOURS OF TRAINING: Items 2 11 , 14, 16, and-19, 

?0„ 24, 26, 29, and 31 will be 
evaluated.' ''*■ 

2. IMMEDIATELY AFTER THE EMPLOYEE RETURNS TO THE JOB: Items 1, 5, 

6, and 9, will be evaluated, 

3. AFTER 30 DAYS ON THE JOB: , I tern 3 will be evaluated. 

4. AFTER 90 DAYS ON THE JOB: I terns 4, 8, ID, 12, f 3 , 17, 18, 

21 , 22, 23 , 25 , 27 , 28, 30, -and 
32 wi 1 1 be evaluated. 

5. AFTER ONE YEAR ON THE JOB: Items 7 and ,15 will be evaluat 



Take a few minutes and look over each of the Items 
that will be evaluated. You should have had training in each 
of 'the areas as part of the Institution Familiarization Course* 
If you fifld an area that you did not receive training in, you 
, should contact your training coordinator immediately. 




ACTUAL PRACTICI Ti^T ' 



WOAD TOPIC ;. 



AREA EVALUATED; 



EVALUATOR & PATEi 



ft 



Thi jtralntf has ictuilly 
obsarved a count take 

Yes ^ No 



• r 

PE^FORMANtE DISCREPANCY; 



"EvaTyitoF" 



"OitF 



The trainee has conducted 
an accurate count of a living 
area (or section of a living ' 
area) while under super- 
vision of an associate 
1nstt*uctor. 



Yes 



No 



EvaTuator 



Date 



PERFORMANCE DISCREPANCY; 



I have seen this evaluation and discussed it with the evaluator. 



Trainee Siqnature/Date 



ERIC 



TOPIC: 



.A 



PERFORMANCE DISCRE 



3. 



^ * 2 - 

AREA EVALUATED : 

After it iMsf ,30 days 
©f^ tht jobi tnt trainee 
eonslstently eonducto 
aecurati. timtlyt and 
tfflcltnt cDunts of the 
areis under his suptrvlslon. 




Yis 



No 



Evaluator 
Data 



After days on the 

job, this staff member 
1s making correct 
referral of inmates 
requesting seryiGes 
and/or prografn assistance 
to the appropriate Insti- 
tutlonaV officials at least 
901 of the time. 



^PERFORMANCE DISCREPANCY: 



I have seen this evaluation and discussed it with the evaluator. 

Trainee Signature/Date 



EKLC 



mU D TWlC i . AREA EVALUATED : EVALUAT^ & DATE 



Hll^ToiiCl ' 5. This staff member has 

arid Dbrlrvid th« follwlng 
ariai ©f th© InstltuttonL 
' Ftderal PHs-on Indus tries i 

, Classification and Parol ti 

Education and Vocational 
Tralfflng Arwss FoocI 
Servicet CuModlal Offi^, 
MecharHcal Services * ^ 
Medical ^Dirital Area* 
Mental Health Offices, 
Safety and Sanitation, 
Chapef, Business Office 
Functional Living Units, 
J Execu t1 ve/ Adml n i s tra ti ye 
* , Off1cf5i Farm and/or Canp/ 
^ * Ntfilfnum Security Housing 
^ V* Area. (In the event that 

your Rarti cula^ institution 
does not have sonrie of these 
operations/stqtlonSi feel 
free to delete them front 
this 11st. ) 

Yes - No 



Evaltiator 



Date 



PERFORMANCE DISCREPANCY: 



I have seen this evaluation and discussed it with the Aiwpl^ator. 



- 4 



/ 



32 



/ . 



TOPIC. 



PirtlUrliatlori'* 



AREA EVALUATED: 



6, This staff mwnbif has 
CDrirtctly idtntlfltd all 
gas tqulpniint and fire- 
^aras tJie& ^ the Burtau 
^Qf PH%QfWH%0i^ corractly 
aiatch#d the eerr^spMdlng 
^^-^Bflwunltion with the 
ft rearm. , ' 



Yts 



No 



PERFORMAMCE DISCREPANCY: 



EVALiJATOR & DATE: 




"Flrearnis 
Faiiiniariiatioft:' 



*This staff member has fired 
all weapons Issued to him/ 
her during annual refresher 
training and has mit or 
exceeded required quail fl- 
ea t ton scores. 



Yes 



No 



PiRFORflANCE DISCREPANCY: 



Date 



♦In*sonie cases, employees are exefnpted from Firearms Tral n1 ng by the 

Warden;' not required to achieve a qualifyinq score_____; or the 
inltltution, due to its mission, does not issue firearms to eniployees or 
require their us&___ . 

(♦Check a particular blank if appropriate for this employee or institution) 
I hav&'Seen this evaluation and discussed it with the evaluator. 



ERIC 




1taH2it1on: 



5 - 



AREA EVAHJATED ! 

ill Mipdni IssMd to 
his In a Sift ind 
r^si^njlblt manntr; tnd 
has foTlwid §11 rtqulrt- 
imnts for ma pons ust h% 
titabll&hed Burtau/local 
policy. 



23 



EVAtU/rrOR & DATE: 



Yes 



No 



Evaltiator 



TatT 



PERFORMANCE DISCREPANCY 



* This employee does not routinely handle weapofis snd there has btin no 
opportunity to evaluate him/her in the area _ ^ 

♦ This institution does not normally issiie wtapons to efflployees or requlft 
their use 

[*Chick a particular blank if appropriate for this ernployee or institution.) 



te Disciplinary 9. This eniployee has actually 
Procedures'^ observed the Institution 

I.D.C and U.D.C. process 
DIsciplI nary cases . 

Yes No 



Evaluator 



Date 



fCRFORHANCE DISCREPANCY: 



I havf seen this evaluation and discussed It with the evaludior(s) , 



Trainee Signature/Date 

o I 



EKLC 



.. . -.-6.- 

mm rmC- . . ' area EVALU^bTEP : E VALUATOR k PATE : ' 

^Ifi^tt DiielpHnary 10. Tills 'unglo^w^has. 

. \ ' luMI Itgd reports # ^ , ^ 
testlrwny and othar 

r#queit@d assistance j|j 
to the U.D.C, and ^ 
I *D*C* In a manntr j 
Cdrisliterit with current 
I . Burtau Policy nagardlng ^ ^ 

Inmate Disclpllfiafy s ' . ^ 

Procedures. ' 

Yes_ _ No^ 



Evaluator 



Date 



PERFORMANCE OISCREPANCY: 



t 



^'Contraband 11. The efriployee has correctlj^ 

Identification and identified ____ items 

Contror' insert # 

of contraband as to 
category and accurately 
described their usual 
i 11 ici t use. 

Yes No _ 



PERFORMANCE DISCREPANCY: 



Evaluator 



Date 



1 htfv^ seen this evaluation and discussed 1t with the evaluator. 



Trainee Signature/Date 



EKLC 



m.. 



TOPIC; 



- 7 - 

AREA EVMUA^D> 

12, Tht tffvloytt, ifttr at * 
'1tait 90 ^§ on thi 
Jcibs has ftcilvW nd , / 
ntgitlvt coffnitnts ^ 
(ragtrdlng his control 
of contraband) on his - 
monthly/quarterly evaluation. 



EVALUATOR I DATE: 



Yts 



No 



N 



Evaluator 
" Dat€ 



rcRFORMANCE DISCREPANCY: 



'•Duty Roiter and 
Assignments'* 



13. The employet, after at 
least 90 days on the 
job* has received no 
adverse comments regarding 
misuse of sick/annual 
leave on h1 s 'mont^hly 
or quarterly eviluatlons. 



Yes 



No 



Evaluator 



Date 



PERFORMANCE DISCREPANCY: 



I have seen this evaluation and discussed it with the evaluator. 



Trai nee Si gna ture/Date 



o 1 



EKLC 



pm TOPIC I 



' AREA EVALUATED : 

Cofttrol^ 14. Durlns thf trtildlis . 

peHodt this mployM 
corrt€tly tdantlflfd 
. a lucking divlet 

\m and corftcttd It, 



EVALUATOR & DATE: 



Yes 



No 



Evaluator 



Data 



PIRFDRMANCE DISCREPANCY': 



"Tool and Key Control 



IS. The employee has 

completed the probationary 
year without any negative 
comments from his 
supervisor (lit writirtg) 
regarding poor key control 
or inability to operate 
locking devices . 



PERFORMANCE DISCREPANCY! 



Yes 




I have seen this evaluation and discussed it with the evaluator. ^ 

^Trainee Signa'tu re/ Date 



- 9 - 

AREA EVALU4TED1 

16, WMlt uridtr syptfvislon 
of an aisoelati Instructafi 

adtquattly arid accurattly 
stafetitd t vthlcTt and an 
Initltutlon afti which nor* 
mally poses soma stcuHty 
problem. In conducting 
thiit siarchtSi the 
efnptoyet foil owed and 
accurately fllltd out 
the local security 
Inspection fomi. 



27 



EVALUATOR & DATE: 




Yes 



No 



/ 



Eval ua tor" 



Date 



PERFORMANCE DISCREPANCY: 



"Securi ty 

Inspection" 



days* 



17. During" the past 90 
this employee has 
conducted all security 
tnspectiorft as ordered* 
in accordance with 
Correct policy and 
procedure. His montti 
quarterly evaluations 
indicate no d1ff1cuTt1el^ 
in carrying out thls^ 
respQns1bi1l ty. 



Yes 



No 



Eval uator 



Date 



.PtRFORMANCE DISCREPANCY: 



I have seen th^ls evaluation and discussed it with the evaluator. 



Trainee Signature/Date 



- ^ 10 • 



2g 



s 



tWAD TOPIC ;; AREft EVALUATED; . E VALUATOR r DATE ' 

"Bntrgih^ PTots"^ 18. To TJate (it least 90 

:^ / d|ys after E/O.ff.) this 

tmployte has condcicted 
. hlmsflf appfoprlatily / ♦ / 

^ and in accofdince ¥iith 

Ijolicies and/or ^ ' 
* ^ Insthictfens from his . . 

^ superv1soYs» during ^ 
all eroergency situations. 
He has recelvftd no 
negative commirAs 
regarding this area on his 
' . ^monthTy or quarterly 

♦ evarlgations . 



Yes ' No_ 

t * 



Evaluatoi^ 



Date 



We have had no eraergency si.tuations; thus, it is Impossible to rate 
this area. _ 

PERFORMANCE DISCREPANCY: ^ 



I have seen this evaludtion and discussed it with the evaluator. 



Tralnes Signature/Date 



ERIC 



'9m 



" "mm TOPIC ; 



12 - 



AREA EVALUATEP : 

lUQtaMll^ 21, For at letst 90 d«^s 
afttp E.b.D. , this 
employet recfiived 
no negative toninerfts , 
on his monttily or 
quarttrly iviluatlon 
ftgardlng his ability 
to Insure accountability 
00 the inmates under 
mis supervision. 



No 



30 



EVALUATOR I DATE; 



EvaVuator 



PERFORMANCE OISCREPANCY: 



Date 



I have seen this evaluation and discussed it with the evaluator. 



Trainee Signature^Date 



ERIC 




AREA EVALUATED: 



ft Writing" 



22. This tmploytf con* 
Slsttntly submits 
ineldent ftports (as 
netdtd) wbith are 
graninatically aeeuratt 
and meet the following 
crittrlat 



E VALUATOR & DATE ; 



Descrlbt/ ob^r,ved 
behavior or eVidence 
obtained throifeh 
Investlgatloj 



nclude ofily facts 
nd details. 



Show no biases, 
prejudices , or 
personal, judgements, 

^Identify staff and 
inmate witnesses . 



Yes 



No 



* Ivaluafor 



Date 



PERFORMANCE DISCREPANCY: 



I >iave seen this evaluation and discussed It with the evaluator. 



14, 



TQPIC f 



A^.EmUATEP ! 



at 



23^ I JmiM tMl f^sM 

least throi incident-' 
• peports pfepartd , 
this eniployit and ** 
thosfr reports meet 



EVAIUATOR & DATE: 



tht chafiettflitlce 
of well written ripOT%l 
descflbttf In tht 

preceding perf6r^nci 
objectives. 



res 



No 



Evaluator 



Data 



^ERfORMANCI DISCREPANCY: 



••Shakeddwns - Inmate" 



— — ^^^^^^.^^^^ — -- 

24. During the actual class, 
this participant "sliook 
down'* another participant* 
fol^wed all of the 
preswibed techniques 
(see iMrning objectives 
for specific techniques) 
and discovered all items 
of contraband hidden upon 
the individual being 
searched. 



Yes 



No 



Eval uator 



Date 



PIRFOWANCf DISCREPANCY; 



I have seen this evaluation and discussed it with the evaluator, 



Trainee Signatufe/Date 



ERIC 



IffcaktdMins - Inmate" 



AREA EVAf MATED ; 

25,' this iffiployt® rtguUrly - 

downs as rtqujriii*' His/ 
htf proctdiH'e| and 
techniques aw eonsi stent 
. with locaj frid Bureau 
Policy and with the^ 
standards covtred In the 
IntPO^ttOfy training 
papkage. 



■A 



.33 



Yes 



No 



EVALUATOR S PATB 



5 



Evaluator 



Date 



PERFORMANCE DlSCREPANCYj 



"Shakedowns - Inmate* 



26. 



Durinfl the training 
sess1o\ this employee 
took part 1n searcfiing . 
an Inmate housing area. 
During that search, all 
previously hidden Items 
of contraband were 
recovered . * 



Yes 



No 



Eval uator 



Date 



PERFORMANCE DISCREPANCY: 



4 



Khave seen th1 s~ evaluation and discussed ifwith the evaluator 



Trfeinee Signature/ Date 



4 



ERIC 



* BROAD TOPIC : AREA EVALUATED: EVALUATOR & DATE: 

"Shakedowns - Area" 27, This employee has con- 

sistently •conducted 
area searches as 
requested and/or 
required. ^ During those 
searches, he/she has 
^ consistently followed 

the correct 

procedures and policies 
defined by the Bureau/ 
Institution, and has 
used the techniques 
discussed in the "area 
shakedown" segment of 
* the introductory 

trai n1 ng program. 

Yes No 



Eyaluator 



Date 



PERFORMANCE; 



I have seen this evaluation and discussed it with the evaluator. 



Trainee Signature/Date 



35-' 



' 17 - 

BROAD TOPIC: AREA EV ALU AT ED: EVALUATOR AND DATE : 

."Freedom iDf Infonnation 28, During the last 90 day^ , 
and Privacy Acts'^ this ^employee has^ 

released inforniation 

and restricted 

access to Inforniation 

1n accordance with 

provisions of the 

Fr^edoin of Information 

and Privacy Acts; and 

has strictly followed 

1 ocal , Bureau , and 

Department of Justice 

poll cies wi th . regard 

to release of such 

i nforrriati on. 

Yes No 



Evai uator 



Date 



PERFORMANCE DISCREPANCY 



I havff seen this pvaluation and riisrussed it with the evaluator = 

T r a i n e'e S i gha t u re iDsrte 



- 18 - 



> i 
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"Pai^sonnel Processing 
and Clothing Issue" 



BROAD TOPIC: 



AREA EVALUATED : 

29. Irmiediatily upon 

this employee completed 
the fonowing personnel 
forms: SF=50/ 54. 61 , 
71B, 86, 87. 144, 176, 
2809. and W4; and the 
-^following local forms: 
(fill in blanks)^ 



EVALUATION & DATE: 



Yes 



Evaluator 



3a te 



PERFORMANCE DISCREPANCY; 



PERFORMANCE DISCREPANCY: 



This empI'Dyee has taken the 
oath of office. 



Yes 



No 



Eval uator 



Date 



[ have seen this evaluation and discussed it with the evaluator. 



Trainee Si gna tyre/ Date" 



,4 "> 



ERIC 



i 




BROAD TOPIC : AJJA EVALUATED. EVALUATOR & DATl; 

"Personnel Processing 30. After 90. days on the 
and Clothing Issue" job, this employee 

IS perfonning in a 

manner consistent 

with the major duties 

and perfonnance 

standards described 

in the^position 

descri ption and post 

orders . 



Yes No 



Eval uator 

Tati^^^^^^"' 



PERFORMANCE DISCREPANCY 



"Employee Conduct and 31. This individuial has 
RespDnsibi li ty" read and signed a 

s tatenient i ndi cati ng 
his receipt of 
Pol icy Statement 
3735 J.B and 3735,2, 
' "Einployee Conduct 

and Responsibi 1 i ty 

Yes . No 




PERFORMANCE DISCREPANCY; 



I have seen this evaluation and discussed it with the evaluator. 

Trainee srgnature/~Date 



EKLC 



- 20 ' 

BROAD T&PIC: AREA EVALUATED: EVALUATOR^. DATE : 

"EfTiployee Conduct and 32. During the last 90 
R€Spons1 bi Ht^-' days, this individual 

has not violated any 
^ of the provisions of 

^the policy statement 

on Standards of 

Employee Conduct and 

Responsi bi lit^^; aS 

indicated by no negative 

action being taken 

against him/her 

formally or informally. 

Yes No 



38 



Eval uator 



Date 



PERFORMANCE DISCREPANCY: 



EKLC 
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ACTUAL PRACTICE TEST KEV 
NAME: Uj^rifcl^i .^NW^*rlA^^l.fSf^^- I NST I^llTl OU : 



. fJPD AD TOPIC : 
'/ "■ f n un I ini) Procedures 



RMA'tCf UISCRi f'A'<"r 



ARJA f VAl MAKD: 

The ftrainf" .hrt", actud 1 1 y 
ol)^ervt-'i! .1 tjiiirit ta^L' 
: 1 1 .i c e . 



'in 



[VALUATOR & DATF 



( 



^^^^^ je^d^^ 

Eva] iJdtor 




Ddte 



^f^fhi, ^r^JU*4^ JOd^..^-^^ u istrur tor 



dn dCCLi^^iT'^ ii)unt Of d livirifj 

area) whiTr* 'iwA^^r \\i\'i'ir- 
w 1 b 1 on 0 f M n t:i'. ^. nc i 5 ! it 



J 






iMvf' sfen tnis '■".cii i''' .r 



. , M ; t !: n P v-i 1 iia tor . 



i ' ,j i I le e S i ij n a t u r-e /D a t e 



ERIC 



Institution Familiarization 



Comprehensive 
Written Test 




V 

PNamc: _ _ — _ - 
Pate:_ 



INSTRUCTION SHEET: HOW TO GIVE AND USE THE "COMPREHENSIVE WRITTEN TEST " 

T^j^ajni ng Coord ina tor : / 

First, all trainees should be ddvised specif icallj^ of what matlrial' 
they wil l be tested dru You my choose ' to' dFTHTs by letting theR^ 
know the learning objectivDS for each unit of study. This test is'^- 
keyed to those objectives. 

Advise the trainees that this is not a "pass/fair' exannnation; its 
sole use is to help spot dny i n t or'^ d t i on/ s k 1 1 1 deficiencies which they 
still have after cornpUitini; trdinifif]. Steps will then bp taken through 
remedial training, counseling, etc., tu correct those deficiencies. 

The test contains all typps Uif^s i nru> ; short answer, fill in the 
blank, multiple c^dil^-, truo'^alsp, ^r-| shr rt pssay/ The questions 
are designe^l tu v\€d%\irn dil ^np ^edrnnw] ; en: t i ves contained in 
.the i ris true. 1 1 find i ' d r m ! , 

Trainees shniJ'! fdi-M xd-M j m ' ^ n- Hiij,itr 1 y tjpun completion 

of the frdif^'^'^: i'^'i.'.'rx'' '^^r'^i h^'^^dbhi []r\p "lay he necessary 

to finish ^hr e> ^r^M na^ i^ ^'^■^^.^ iV 'It r^et ion in deciding 

how much f 1 Tie to d 1 1 ; , . 

The TrainiFH] ( nCf] ^ ^uiU)t kiirrt^L: tn^^ exdi^i i na t i on , usinn the 

d t ta c h e d kv / . . I i ' r t v r ^ i - v d I ■ j d ^ e h ow s u c c e s s fully a trainee achieved 

tne ob 1 ec 1 1 vr^-, '^'d^n^-' p. e^ji^Y^^^ shcMjl''; 

(A) ^ refer t. '-'-^ Ui^r^r. : Idri df'd obircfive measured by the r^uestion. 
( F d C h P ' . M ( n ()f f ^ n ^ . X ,i i r « d t 1 0 n is b n k 0 n 1 n 1 0 s p e c i f i c 1 0 p i c s 
Lniploytn: K^-'ncuii jM': -'esptins i h i 1 i ty , Countinq Procedures," 
etc. - = fa r ea s e in ] u c a t i n q o b ] e c t i v e s . ) The k ey indicates - 
the necessd^^v s'fiPOdrd f-'^f .u■^es^^ully answerine the nuestion 

\ 

(D) Measure i^w irdinrc s dnbvvuf v^. tne stdnoa^^d, if the key (ob = 

jective) calls ^or ^^^'^ dccjracy dnd t^ie trainee did not completely 
answer it; ne na^f 'r ",et tntr OD^ective. it calls for 75 
accurdLy, dnd nf- ^id . *^ r.^.- four 'naioApoints asked 

for in tne ^,1^0%''-^. 'i^ . ■'let tn^- Gh^ec*ive. Ttie _a_n_Sjv^er on 
thj^_ke^ i^_t^^t^ ^ '^i:"^^' d ..^^cptab ' >- *'^S];nnst:. ^'8 must neet or 
exceed it in ord^'r t^.^^^^t the obiective. 

(C) If the trair'ee M^l. t: "t^^^t an crMj^.ri.e c^^ Db.iectives^ the 

Traininr] Coo^^ow ^to^' s'^^ci 1 evdija*:^' tn^^ se^inijsness of the nroblem 
and correct -nr^jr^^ r^'M/1'd^ "^dinin'^ dn^'O'^ counseling. 
'Pltidse ^^pnertc: : '■-■'t.:^^^^ t''a:'^'-i -^^^s --t ^ave to be lonn 

s tateiTien t t^",' r ev ' t-w 



\ 

* \ 
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(D) Follow up in 30' days (or whatever time frame is appropriate) 
to insure that the training problem has been corrected and Is 
ciusing no difficulty In performing the job. (Be sure to advise 
the supervisor of such potential problems oncfe they have been 
identified, ) 



EKLC 



ERIC 



Jr. 

Institution: 



Date : 



42 



COMPREHENSI VE WRITTEN TEST 

Institution Famjl lari zatlon 
ljea[rnfngL Object 

COliNTING PROCEDURES : 

1. There are ten basic principles for conducting counts described 
in the Custodial Manual, Please list them below: 



A. 
B. 
C. 
D, 
E. 
F. 
G. 
H. 
I. 
J. 



1 



In writing,' briefly and concisely indicat^^the basic criteria for 
each of the following types of counts; 

A. "Formal" _ 



Br "Census Checks' 



C. "Emergency Counts"^ 



-6- 43 

3. Plea^ list below, the times at which formal counts are conducted 
at thi> Institution: ' , < 



4, Briefly describe any specific problems at this institution (physical 
structure of dormitories, etc J which hinder efficient* accurate 
counts. t ^ 



INMATE PROGRAMS AND SERV ICES : 

5. List five imnate^'^programs and services offered at this institution, 
along with the name of the individual staff member responsible for 
each program/service. 

Pr:M£iirXS.e "^^J -C^ S taff Member 



6. Outline, in order, the steps that an Inmate must go through at 

this institution prior to rappearing before the United States Parole 
Commission, 




■3- 



7. Briefly list the local policy requirements governing: 
A. Study Release 



, B. Work Release-. 




L.St five Characteristics of the local innjate ^^^^nstl tu^io^'''^ 
a bearing on the programs/services offered at this institution. _ 



9. - List, and briefly describe the characteristics of, each functional 
unit" at this insti tut ion. 




ERIC 



-4- 
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10. Define "Social Education" and brief! j^xplain how its Ijnpacts on 
all institution program areas 



11. Define the term " Vol unteeri sm in Correc tional : Progranining" and 
give at least three examples. 



12, In the space below, sketch a diagram of this institutjon. 
sketch does not have to be to scale but ought to include all 
^major structures - correctly^ label ed - and security features - 
. fences and/or walls, towers, etc.) 




13. Describe, brieflyand speclflcany, jny unique prograffls and/or 
^ — TacTTftfes at thfs fnstnution WWtel^ontfmiti to trimate ««mre 
and/or Institution maintenance. (IF THERE ARE NONE, PLEASE 
' SO STATE.) ^ 



( 



FIREARMS FAMILIARIZATION ' ^ 

14, In the spaces below, list the standard firearms Issued and used 
at Bureau Institutions. In addition, in the space to the rights 
briefly describe the characteristics (effective" range, general 
use made of the weapon, etc.) of each of the firearms you have 
listed. 



Firearm: 



Characteristics : 



15. Whit are the*thfee types of gas commonly used in Bureau institutions 
— ^ aM Wfiarari their charactirlstlcs? ' 



J 



'16. List five types of gas weapons snd equipment fdhnd at a Bureau 
institution. 



^ 17. WNat are two pieces of equipment Mmmonly found in an institution 
which use ammum tion , al though not normally cofisidered weapons? 



18. Briefly describe the four major points In the Bureau's policy on 
the use of f i rearms , 



49- 



1?. BHtfly describe any local considerations (nearness of civilians, 
• ' «te'.) which afffci the of flreariBs. (Optional Qyestion) 



INMATE DISCIPLINE _ . 

20. In the space below, give a brf^ definition of "Discipline" which 
corrappnub to the definition used in the Bureair of Prisons. 

\ ■ ^ 



21. What is the differeDce between formal^ a fid infonnal disciplinary 
actions? Give two examples of each. 



22. List Ihree examples of situations which warrant informal dis^clplinary 
actions . 




23. List three exampTes of situations which warr^t formaT disci pi inary- 
actions. 
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24. Whit is the primary source of docunrentation used in a formffl 
4HtipfiMry act ion? - 



25^ What is the difftrence betweefi "Discipline" and "Punishment"? 



— — — — ____ — V — 

26, List two Positive Disciplinary actions and two Negative Disciplinary 
Actions: 

« 

"Positive" " Negative " 



REPORT WRITING 



27. A report can be defined as 



28. The first step in preparing a report is 



29. List the four types of reports regarding inmate conduct commonly 
submitted by line personnel: 



30. List four requirements for a well written incident report: 



-10- 
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CONTRABAN D IDENTIFICATION AND CONTROL : 

— - —9- — [ ^ ' ^ 

31, List the two catigorlts of cpntraband found in l^titutlonsi 



32 1 fiivt five sptcific examples of the type of contra tond thlt mi^t 
'be. found 1n eath of the categories identified in question #31: 



Category 1 



Category 2 



33. What are the three most common Items of contraband found at this 
institution? 



34. List, and briefly but concisely^ describe two commonly used pro- 
cedures for controlling contraband: 



DCR6ENCY PLANS 
35 



thiPli 



tloWi and briefly flescrlbe* all emergency signals used at 
nstltutlon: 



36, In tenns of your own partlculan^'ob specllplty, and your "norrmaT* 
locatioi^ in the institution, whaV^teps^ are you to take In the 
event of: 

An Escape? , 



A Drsturbance? 



37. What are the key elements in the institution's escape and dis- 
burbance plans? 



Escape : 



Pi sturbange : 



.12. . ■ - 



38. tdtntify, below, any unique problems posed by Institution layout, 
i population, ctaracterl sties, etc. » that affect Itay. actions 
In the event of disturbances or escapes. 
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39* Are there any unusual local emergencies (i.e; hurricanes, earth- 
quakes, etc.) that can be anticipated at this institution? If 
so, please describe in writing, the steps to be taken in dealing 
with such emergencies: 



imhl l ACCOU^NTAB I LJ T Y AfC SECUR I T Y : 

40. In terms of inmate accpuntabi 1 tty , and your role as a correctional 
worker, what does the -term "Firm but Fair" mean? 



■13^ , 54 



41, List any special recoil rtrents ffffi or any special problems In, 
suptrvising the fQllowIng activities: * * 

A* Medical furloughi , # . 



B* Recreational Field Trips 



C. Escorted Furloughs (Deathbed visit, funeral, etc.) 



D. Mail Room 



Hospital and Pill Line 



'List Continues on next page) 



r i 



c 



F. Call Outs 
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^0 



fi. Ra€0rd Office 



H* Visitirvg Room^ 

u ■ • - " """^ 



L Conimissary . \ y 



J. Legal and Regular Library 



K, Segregation/Detention ^ 



(List Continues on next page) 

o 
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L. fwd Service^ 



M, Clothing Rooa_ 



II 
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'42. Specifically identify the material found in a detail crew kit 
and the information contained on a crew kit card. 



43, Mhit art tht st€ur1ty cUssiflcations used a.t this institution 
and wriat do thty mean in term of an inmate's access to various 
• iftas of the institution and freedom of movement? 



out/ ftOST 



ER AND ASSIGNMENTS 



44. On nty present assfgnment, my normal working hqurs are: 



45. Describe when^ and these hours change (if your shift rotates) 



46* What are considered lagltimate reasons for requesting a shift 
' preference? Briefly describe how you make such a request, 



47, List any written documents which specify how you are to perforni 
your job: 
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48. Hm do you riquast sick and annual leave? 



Annual 
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sick 



49, 



50. 



Who is the time/attendance clerk responsible for maintaining 
your time/attendance Te;cord? 



List the major elements of: 
A Post ofder 



\ 



A Pasition Description 



51. What^are the time frames for th€ three major shifts at this in- 
stjtutit^n? 



TOOL AW KEY, CONt^OL : 

52. List atfleaat^ class "A" and 5 Class "B" tools commonly found 
at thIsMnsti tution. 



Class ''A" 



Class ''B" 



S3. 



"* ^ • -19- • . , • 

Briefly jitsc'rlbt the local Institution policy for handling C1a$$ 
"A" and;4lass "6" tools: 
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> 


- ^ . , , 


54, 


List, 3nd DritTiy q2\ 
locking devices at th 
of correcting them. 


»cr 1 D6 , Lne coiiiiioii ly a i atuvcr uu i i^jii^ w i tn 
fs institution; and one method (per problem) 

^: r * . 


























55. 

* 


WhatPare the key control procedures which must be followed atl 
this i nsti tution? 


* 


J 


. — - ■- — 















SECURITY INSPECTIONS : 

^SSi##4«n* T ist* balow, all of the items covered on the institution's 
^ s'ecVity 'ijtspection form; and briefly describe the elements con- 
sidered' iM%valua ting security for each of these items. 



■ 
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^ S7. List, ind britfly diSGr4be^:any sptctol pnobltms 1n condu 
\ ' security pec tidnf which are created by. the physical 1" 
.i structure of the Institution, , . 
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Br'fefly describe ^ the''proceduj|fc u 
irf'and out of tlr^ Institutll^ 



for searching vehicles movlfiq^ 



SHAKEDOWNS INMATE: 



, 59.. List at least 20 specific body/clothing locations *to check Hn 
conducting a body searcti: . ^ _ 



60. Describe the proper procedure for conducting a 'pat-down" search; 
and clarify how to conduct such searches in a positive manner 
which does not ^amage,.positive staTf-inmate relationships: 
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61. What is the correct pFOcedure to follow when: 

(A) A male staff member searches a female innate'? 



(B) A female staff member searches a male inmate 



62, Briefly describe the Bureau no! icy covering searches of a member 
of the opposite sex by a staff member- _ ^ 

63. List, m order, d'^ steiis to bt.' ful lowed in conducting a strip 
search. _ ^' 



"SHAKEDOWNS - AREA' 

64. List three criteria conducting an area shakedown 'n a mann^ 
which does not dariage positive statf-inmate relationsnips : 



ERIC 
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65. Describe, in correct order, the steps for conducting: 
(A) A one person search of a small area such as a eel 



(B) A group search of a large area s^ch as an industriaT work site 



66- Yc'U have ju^.t started searching a cell and you find a large cache 
of inmate made "nome brew'' ;^ what should you do? 



FREEDOM^ INFORMAJION/PRLVACY^S 

67. All requests for records are referred to, acK .ged by, urid 
monitr^nd by: (Circle the correct response) 

A. The Thief E-^^cutive Oftl^r at the institution. 

B. Thj^ Office 0^ General counsel. Central Office. 

C. The Regional Director. 

D. The Director, Bureau of Prisons.. 

E. The Attorney General or neuartmerit of Justice designee. 

68. Requests "^or ini::dtr and ^^ner ^^^^-c-'rds located at an institution 
qr Regional Office will be re^'erred to, and responded to, by: 
(dircle the correct response^ 

- 

^-A. The fhief Expc.utivt^ Officef^ at the i dS t i tu ti on . 
B. The Office of uenerdi Counsel, central Office. 
■C. The Regional Director. 

D. ' The Director, Bureau of Prisons- 

E. The Attorney General ^r Department of Justice designee. 



69* Bureau of Prisons' records sought by subpoena, order, or other 
Court demand, ^'n conwction with Court proceedings, may not be 
produced without d^roval from: (Circle the correct response j 



. A. The Chief Executive Officer at the institution. 

' B. The^^ffice of General Counsel, Central Of fi ce. 

C. Th^Reqional Director, 

D. Im Dir^ictor, Bureau of Prisons. 

E. The Attorney General or Department of Justice designee. 

=^*The four situations which follow describe instances in which sorpfeone 
. requests you to provide information about an inmate. Based on your 
"jknow1e4ge of the Freedoni of Information and Privacy Acts, indicate 

if you would or would ^ot release the information requested. In the 
.space -providrfd, hri_ef ly give the reason for your lecision. , 

l70,^^e Dai 1^^ Pes t editor cills you and wants to know if inmate be - 
*i vdtore^'^O^rlan is locked up at .ypur^ insti tution , the lengt^ of 
\ ^ ;tj.is sentence, and far^'^^ Qjr^^^hs^Mai committed, ^ 

' &)Qck One: Would-f ele^se jrifo: Would not rofease infO!_ 
Reason: i_„^^_.._^_ J'.^ 



71. Deputy Sheriff iidnel Ketchum, Polk County Sheriff^ s Office, 

sends you a letl^fiV^ on sheriff's department stationary and requests 
to know if inmate O'Brian has ^:een visited regularly by a Miss 

y Lily Matthews, 1119 BlueDird Lane, Sumner, Ohio, 

Check one: Would re'ease info: Would not release info: 

Reason: _ . _ _^ 



72. A Mrs. Mattie Fribble calls the institution and identifies he^^- 
self as the aunt of innate '"TBrian^ 3he says she has heard that 
her' nephew has ^jeen cnnfinec! to tne institution hospital and she 
wishes to now th^ seriousnest of his ailment. 



Check one: 
Reason : 



Id release ^nfo 



Would not release info; 
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73. Gomer McDowell, well known author, sends the institution a letter 
advising that he is considering writing a book based on the criminal 
^^xploits of inmate Salvatore O'Brian. He requests that he be 
provided with any 'information regarding inmate O'Brian's insti^ 
tut iona 1 adfus tmenf , job ass i qnments ^ etc . He i nd i cates he is 
willing to pay for any expense involved i'^" collecting this in- 
formation, as provided for in the rreedofn of Information Act. 

Checl^' One: Would reloasn info: Would not release info: 

Reason: 



/4 . Sofne infurniution f^f.^: j fd i r^u infiidtes wL^n- lered to be ''f^ubiic 
P^^COr^:' , 1 * . ■ ■] ^n^- ^ T nrl * information: 



Ih. An 'nn.d^^' wishf^. \ii 'h^ [^ur^du^ s r^r^cords concerning him, 

Er^-fl/ r^Mhe whf ne ^:.:^nt'il"^ <}''■] what information can be with- 



dppc/ti ! tnd ' 
t ra-^in 



hoen di-^f 'ed access to records 
: ui 1 *i> thn nrruty Attorney 



f .^r.^n t wh 1 c h refer 
r i ^-^ t t ^1 o ^ e e d 0 n 0 f 



/h . Wna r i s ^ nin x i . nji i um iff i r v Un' w ] > > i a 1 1 HQ Lne t r i «/acy nCL ? 
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79. As a Bureau employee, what agency records pertaining to you, 
do you have access to under the Freedom of Information Act? 



^9 80, What information .ibuut yo., 3S an employee, can the agency release 
. \. " without youp con^itint uf Jer provisions of the rvivacy Acf^ 



PERSCW^EL Pi^OCL 



nsfj \'y f Go .^-rnii.ent Ment 1 1 1 cat i on Card^ I should notify: 



I earn hc,.irs c* Anhua} Lea,- and huur^. of Sick Leave 

dumnij Hdch.pu^ De-MDO. 



83. My offiCidl WLM^^ /.et^r De'r 



q i ven a i to^: 



ai 



L ' s 



e'''u t 0 /"'^.^ 



Jay 0*" the week] 



week s , and 1 1 be 



; p r- f Q r ^Ti a n c fc" e v e ''\y 



days , 



accept outside 



86, List t^^ ^e3s. 
.accept J ts ' Ji 



"f'rd.i '"i'":nt ?^t^fuse to allow you t( 
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87. What are the criteria for giving you an "unsatisfactory" evalua = 
tion? 



88 . Briefly describe what re c o u r 'z^e you have if y n ' j are given an " iJfl - 
satisfactory" rating: 

89. "^y fir^r ;>d, dd . will ^juCr en 

90. What are three i-aiDr' lutw*-^ and -(uh^ [performance standards listed 
in your iMjSitiQf' -Ir^Lr i ['M' . ^ 

Majoj^ [:utie^ 




Flfi.rf ormance Standards : 

_ ___ _ _ 



EMPLQ/lt 



91. List tne (-^ 1 'ir t 
the pol 



ty e re $ 1 b i 1 1 1 y covered by , 



tdtP.^ien^ or Standards of rn;ploye^ Conduct and 
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Give an example whici? shows a violation of policy for each of 
the eight major' arias listed in the preceding question: 



Gtvo three evarriplf^^- o"^ rpcen^ Ioc-tI violations of the Standards 

of Fnrlnype ^oruij'-t dfid Rest^^'ps i H i ty policy: 



^ [)ena ' 1 1 0^ t nd ^ 



J 1 ri^^p miscnnduct and state the ranne 
> H s s * ' f1 f 0 r c- d c; ^ r V i D Nation a c c o r d i n g 
■ i^:i:lwiar/ Offer^ses arid Penalties: 



uo 



95. Briefly describe the process through which an "adverse action", 
'^because of a violation of the standards of [mployee Conduct and 
Responsi bi 1 i ty , takes pi ace : 



ADMINISTRATIVF PEMEDIFS 



INSTRUCTION SHEET: HOW TO USE THE "COMPREHENSIVE WRITTEN TEST KEY" 



TRAINrNG COORDINI^TOR : 

There are thr#€ basic kinds of questions on this test: ^^..^^ 

1, QUESTIONS WITH STANDARDIZED ANSWERS : The appropriate answers 
for tMfise items are on the key and all you have to do is compare 
the^tralnee ' s response with the key response to see if there is 
a matpl^ CAUTION: Fill in the blank, short essay, example 
resMnses do not have to match the key response exactly ; how- 
evfr, the same basl€ ijiformation should be provided by the trainee 
(rtems: 1, 2. in, 11, 14, 15. 16, 17, 18, 20, 21, 22, 23, 24, 25, ^ 
2ft, 27, 2R, ?9, 30, 31. 32, 24, 40, 42. 50, 59, 60, 61 , 62, 63 , 
64 , 65, $6, 68, 69, 70, 71, 72 , 73 , 74^5 , 76 , 77 , 78, 79 , 
8(^85, 86. a7r^a, 91, 94, and 95.) 




2 . QUESTIONS WITH ANSWERS THAT MUST BE^DELB^NED LOCALLY: The 
appropriate answers ftr these questions de'p^nd on local policies, 
conditions, needs, etc. Prior to us ing this^^t, please check 
these ques tions and wri te in the answers you feel are appro nri"ate 
o K^tMs Key^" In some cases, we have suggested exampli5. and/or 
sources Tor possible answers. (Items: 3, 4, 5, 6, 7^ 8* 9, 12, 
13. l5. 33, 35 , 37. 38, 39. 41, 43 , 51 , 52 , 53 , 54, 55, 56, 57 , 

-\. 58. and 93 J / 

3. .QUESTIONS WHOSE ^ ANSWERS MAY VARY WIT H IN^IDU AL TRAINEES: These 

queVtTons deal with spec'lfic inforniation pertaining to the 
individual en^ployee. such as, "what are the major duties in your 
Dosition descr^'ption:^" ^hey will have to be evaluated indivi- 
dually far eve^y trainee. (Itens: 36 , 44 , 45 , 46 , 47 , 48, 49, 
Rl, 82. ^3, B4 / 39, and 90 J 



ipiiv^rnp^ the Instructione 



PJease rt . it:.-, v ■ 

what ^'iaterici^ r^^t:^ :jr:f . ^c..*- Lr--iif mg proqrarr. 

A few itefTS indicdte tney are optional, i.e., you may not have any 



r 

uniaue local proqra-'s at your instrtution so you would ask your trii^ees 
tc 1 inore question page / ^^owe ver, dc not skip any of the g uW-tions 
yiHh_ s tandarai zed ans^e-^s . ^cj my ^ot have ^^i rearms at your institution 



Dut tne reason Huestions awCut *iryar'j are or tn'S test, and a unit on 



/(J 



firearms 1s in this course, is that the young fellow sitting in the 
fr^t row may transfer to a penitentiary some day; we want to make sure 
he has at least a basic bit of knowledge about firearms when he gets 
there* 

One final point, the quicker you can correct your tests and get them 
back to the students, the better, Refnernbec *. ci najur purpose of testing 
is to provide feedback to tne individual about his strenqths and weak- 
nesseS'-please don't de'ay in delivering the fnessage. 



s 



Institution 
Options 
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DEV E^^P I NG "INSTITUT IONAL OPTION" TMININS PACKAGES 
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NOTE TO THE TRAINING COORDINATOR 




/ This^ lesson plan i.s d1re 
not the trtf^rvee* a/id ^'Vj^TE^^W^W^'^ 
total_intrQductory training ^og t^m^^^^^^Fd 1 Jristitu- 

, tt0Fr"TftriMjiq the initial 40 H^#f^'''^^^i^inVng , the local 
coordlnator^ill hav4 from one seven hours that can be . 
filled with triinlng that is specifically aimed at meeting 
unique local, Jinst^t^tlonal needs. (The amouTit of time a 
given insti tuition ^wi 1 1 haV^ varies because of different 
emphasis put or such topics as "Firearms and , Gas Familiari- 
zation," 'TaciTdty Tour," etc.) This brief outline 
should aid in sp^eedi ng^ such development of local training 
programs and i rvsur i ng* that they are consistent in tone and 
format with ttie other segments in the introductory package. 



% 



( 



r' 
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LESSON PLAN (DEVELOPING "INSTITUTION OPTION'^ TRAINING PACKAGES) 



LESSON TITLE: Developing "Institutional Option"'Tra1ning Packages 

TIME FRAME: Vari ed ' (depenaent on the complexity of the subject, skill 
and resources of the local Training Coordinator/) 

MATERIALS: Copy of "Training Program Development Guide," Writing 
MaterialSs "Standard B.O.P. Training Format." 

PRIORITY: For use at any time the local Training Coordinator identifies 
^ a training need that is unique to the local institution and/or 
which is not dealt with through delivery of an existing, 
available training package,^ 



LEARNING OBJFCMVFS 



Atter^ studying this iridterMal, each Training 
Coord>natnr wil^ be able to: 



Outline the standard forniat used for Bureau 

0+' Pr i so.ns ' s ta ^'f tra i n i ng programs ( 1 00" accuracy ) 

Identify and'expldin, in correct sequence, the 
beven niajor steps in developing a training 
unjc:; rani M 00 0 

I den t i f V , and briefly expl a i n , the four types 
of task analyses that can be conducted in 
r^esearchinq a training problem . 



PERFORMANCL OBJt. 



A f t e r c oni p 1 e t i n g a r e v 1 ew of this package, each 
^ra inmg Coordinator will be able to: 



Develop trairinq programs aimfed at impacting 

local training needs, using a systematic 
['\ee steps outlined in Learning Objective 
'B ) approach, and v^ithin a two week time 



, ana vji 

^ssfu Ka 



^ame. I buccesstu f^attai nment of this 
objective will be evaluated by the S.T.C. 
■ ^1 s t r u c tor assigned to audit the institution's 
s * a t f'i i n i p Q program.^ (100 ' accuracy) 
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TRAINING PROGRAM DEVELOPMENT GUIDE 



There are two keys to developing gopd^ local training packages: 

A. Use a systefnatic approach so ftiat you insure that all 

aspects of the problem are' covered and that the material/ 
format fit smoothly with the other elements of your train- 
ing program, 

B- Make sure that you can measure if any benefits have actually 
been derived from the training program as i ndi cate d by i mpro ved 
abi lity to functio n on the job , 



The system which we suggest you use i^^ the following: 

STEP ONE: IDENTIFY THE SPECIFIC TRAINING PROBLEM (SLt OUR EARLIER 
DISCUSSION OF MAGER AND PIPE) AND THE SPECIFIC INDI- 
VIDUALS TO BE TRAINED, 

Is this package for all employees? Probationary employees? 

Spec i a 1 1 s ts ? j 

STEP TWO;' DETERMINE ENTRY'' LEVEL PERFORMANCE ABILITIES OF YOUft 
TRAINEES, / 

What are the s£ecific skills and levels of knowledge that you|, 
trainees should have when they report for training? 

STEP THREE; IDENTIFY JQB PERFORMANCE REQUIREMENTS OF YOUR 
, ' ' TRAINEES. * 

*^^are the minimum skills, abilities, areas of knowledge that 
trainees should have when they complete training? This 
should be adequate to ins=ure that the employee can accurately 
and successfully complete his/her job assignments. 

There are four ways of determining Job Performance Require^ 
ments, all of them are termed "TASK ANALYSES" and yoCN^^a^- 
find one or more of use to you in determining "J.P.R." 

OBSERVATION TASK ANALYSIS; You actually go to the job site and , 

view someone performing the task to 
determine what ski 1 1 s/ i nformati on are 
needed , 

SIMULATED TASk ANALYSIS; If you have performed the task yourself, 

reflect back on what you found to be the 
necessa ry , significant ski 1 H and i nf or- 

"^atinn. (Be ca j^i 0'.js--the jnh may have 
changed sigmfTcantly since you last 
performed it. ) 



'cflNTENT. ANALYSIS- Ari there any wriVten materials (post orders, manuals, 
. ttc) which coVer^the Job andKwhich you should.^, 
pevtew before aeveloplr^ your training progr«W 

INT£<^IEM ANALYSIS: Talk to ricflgnized "expferts" (people who perform' 
, ; the task exMtdingly well) and find out what, 

they ponslde^- important skills and infonnatlon 
. ' t tet ought to be covered in the training program. . 

STEP fjJtlftj: lOENflfY-ypUR TRAINING OBJECTIVES, 

This wlll^be fairly simple if you have itlentifled Entry * 
Level Performance Rtqulrements and Job Perfomianei 
Rftc^l/ements , because r ^ 

JOr>ERFORMA^pE REQUIREMENTS - ENTRY LfVEL PERFORMANCE - 

OBJECTIVES 

Remember,, objectives ought to: ' ji 



m 



K State specifically what is expected of the trainee 

durijig and after he completes training. ? 
?. Be measurable {c^n he or can't he ^perform In a 

certain manner?) 
3. Be realistic giving the time^d ressurces you ^ 
' h'ave availabi^ and the skill level of the trainee. 

.STEP Fy/£: DETERMINE IF YOUR TftfflNING HAS VALIDITY, 

^ How will you tester otherwise measure if your training 

' rrhis had a posi^i^ effect on the frainee's ability to 
■perform the job? 

STEP SIX: ANALY/E ^HFTRAINING POPULATION AND JOB SETTING, 

^ Are there any ft^flificanf charaGteri sties of your trainees 
and/or the job setting which ni 1 1 have a positive or 
0 neqative effect on your training program? How can you 

overcome apgative effects and make use of positive 
effects?^ 

STEP SIVEN: PUT IT ALi TOGETHER BUILD A COMPREHENSIVE PLAN. 

Lay out whdt you need to do il^ sequentiil steps, assign 
d r wxf' f rame *or conipletion of each step, and meet 
Jbur deadlines. Identify any special equipment and/or ^ 
^\ ' training aicjs whirh you need and mate arrangements to 

have them on hand. (The Media' Services Center, Central . 
Off ice, = -PHDNE (£02) 7240102-will be happy to give you 
advice dnd coi^nseK as well as- other kinds of assistance, 
in securing, instruct londl aids,) 



In tiiliyl<|^^a for^sat, use the same ont followed 1n other standar- - 
dired'Surjiau training programs: w 



LESSjON TITLE: 
FRAME : 



-SUGGESTED MATERIALS: 



PRIORITY: - (WHen thl^s ^naterial should be covered) 

-LEARNING OBJECTIVES - (What you expect during training) 

PERFORMANCE OBJECTIVES: - (What you expect of the employee 

when he returns *to the job) - 



BODY OF THE LESSON PLAN: - Make it as thorough as "Ypd" feel 

is necessary to deliver the material 

If you run into any problems building your own programs, or 1f you 

merely want to try out 'an idea or get arrother opinion about y^^^ 

package, Tee! free to call the Training program Development 

(2021*72^3215 or*3?16, for their ideas and ^assistance. 



0- 



I . • intmductiSn to remedial tmMng option 



you ask man^ p^ple to define or dtscrlbe whit, tt .Is.ttiat an 
i^tltutlon Training Coordinator ^es,.thfty vHll. say.: , '*WeVI<^he juts 
on training arograis and makts sure that' emplQ^ees wt sent to the 
required triftiing prog^l|^in time. Be kee|s track of tralnina ' 



records ig^ i^kei sur^^^Cfainees get their ^per dtem money *on time 



S^f like that."^ . " , 

All of statemen^ls trut; Training Coordinators 

to be c'arrying^ut fll of these tasks. But Training 
Coorflinator who concerns 'himself" only witH^inakiflg |UT«e _^rtqurfed 
training is'^elivered on time, to the appropriate emp1oyi#s, te not" 
really doing hi« jab. There is another, extremely important facet of' 



t^e job th%t is of-en overlooked --even- By some'^j^nlng Coordinators." 
Tha^ f^et invoUes "EVALUATION," "F'QLLOW-UP ," arid "RETRAIN jk"S>of 
"REMEDTAl TRAINING." 

Let's explore f6r a few minutes >#»y this is such#an important araa. 
Ttie Bureau of prisons has spent a considerable ^rr^fc of time and monffif" 
to insure that all employees, Including those 4^MKr initial year of 
employment, are given the basic skills necessar^o do thet^jo^. This 
t^aiTiing is not a pfiviilege to be doled out to a select ffw as a reward; 
it is a right which every employee is entitled to as a '^rt of-his 
enT^ymenti^ Vlut for a variety of reasons, some fflnployees do not^R^ 
ev^ythif^j they sji^^ld f ro^ a training i}<perience--they return to 'the 
job stilT-unprepired to adequately carry ,outVtTie responsibilities of 



m ^W^^' The organization still has a rafpptf^lbil Ity to Identify such 
Inadequacies jtnd corri€#them, ff' at all posslbU. The Training 
Coordinator occupliK tN^kfy position -In this. Idtntlflcatlon and 



correction process. , Mfi^ppniiatly happens 1s that the emplpy^e's 
ii^rvlsor, will «<lv^e the TNIpihg Coordinator (or^bther 'peopi e will 
let the Traln-fng Cbort-frMtor ^ow). that a particilar eniployee isn't 
performing up 'to expectation In niany cases, this takes, a 1-ather 
dirfctfc, simp^le form: ^*'fh1s guf isn't dping 1t>ightt he^needs mone 
graining 1" The hidden Tiessage H fairTy obvlousi "0*K, ivTM-fnlnS 



Coordinator, It your, r^sponsibri if ||^tiow--^o: something to make him 
or, her ff good empToj^e." #1^ ■ • ^ 



llnfortun^ieb , it fsc^^'qyite that "fiasj ^B ^^^lj^jtt him. or her 




a "good ^mplL^ee" is not ju'J^the ''•POnsigHHM^^i'^ Trail1t>g , 

CoordiMtor. , It Is equally th^responslbil i ty of thl employge's ^ 
supervisor, and in many cast.s.'t'he most sWuBble service Trafning* 
Coordi«(to-r*can pef*forTTi 4j^o get ttj£7rgperv1 sor fully- i^olved in any^, 

' ^ ^^^^^ 

rttfal^ifiy ^-^at occur.. ^ ' - * . 

^-At^this point, jul have an employee and ft supervi5or--both probab^V 
unhappy because the employee cannot .perform his/her job adequately' . ^ 
Wiiy shoujtj you^ cons^ider '.ef ti ny up a*retraining program? Let's look \. 



tat several reaso*^ 



( 



A. e ^qanizatifin already has a large t^e .and money invest- | 
ment in ^his eFirl^yee, to dibi^^iss him/her without first - 



economic st|nd po ifit 
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I. •Individuals have different backgro.unds, toler^ncts for, . 
Itarnlng, etc. As.a rtfSurt, inost people do make mista 
. |# frep tfm time r^rdTess of tm fact that they havf N^d. ^ 
* , prtvloui trailing, To'jii^Sfntss^ saneoBt ,for y 

automatiealli^i wlttout. of faring further isslstah^ii^ wold 
. ^^"^ *^ t viry taiiM Jtaff wttn extfiW 
Ci ' An ihdIvltfuaT has a Hght to sxff ^'S^ 

sufTOiry ditmlssal If hijnakes i rTi1nor;i^$^kif'\V ha/she 
appeals' hii^r tirinf to tbt f ?virSei^^*^^ 

EJ.Q» examiner. Court-, or othir^%1t#r/th 
gfobabl.y going to ask: "W*hat, dld'yfu do to hiTp this Individual 

* overcome these deficiencies prior to 'yismtSsal?"'\ 
D. You will sometimes get requests 'to re-ViroH someone Is a/ ; , 

^ * training progr4m and^a^a them repeat tKi v^le j^rogrWt, If . , 
^ th€ deficienc^s are deaMt with in av^s^ffimsagnient (say 10$) 

' ' of that pfogram, this again become^ a nifl^l^^ of poor* icofiomlcs, , ^ 
' E. Consi'der the ratidnafe^ for trainlng-^,1 1 has jtes^ally one/ ' ^" ^ 

♦ N purpose — to tip empTbyee better do^is JoB. )Often a very * ^ 

^ \ ^ ( ~ ' ' ^ ' ■ 

Q, simplirsligrt* inexpensive procedure can , be devised that win 

neet tMs reqii irement if individual he^teL a? e Irfent^ied and 

/ those in divTH^ual needs are ad dressed .'^^iw oT tH advantages' ' 

^ of a remedial training prograft|as opposM to a regular tratning^ , — ^ 

. \^ ^ ^ J ^ ^ 

program,^ is that it.^eals vrtth an Indivydual not a groi^ of 

- "-^.^^ ^ f . V- . \ -2 

F. Flnally^v^n v^j^t down and start' analyz™^^ in^^reuars L| 

^ ^ pogr pterformernjpi we.may^ind that jt^ is ^n^t i mattt;^ of ' 

A- 
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l^cMnf skills OP rteeding further training all— Instead* - 



It Is I comwnlc^^ii bi-takdown; lack of proper, clear 



Instructions; a ptrsonallty confTlct, etc. Oncethe 
problein has been identified, It can be nior« readllytfealt ■ , 
w1th--evan If form] tralnifig" isn't the answer.^ ^ 

'^let's turn our attention to i specific structured syftan.for >ifTp1ng, 
yoU' parr^'oyt the job of "Exaluatlon" — "FoTlow-Up\-- andf ''Remedial y; 

-EVALUATION ' 

^1 training progirams that are^ central ly dtvelopid In tht Bureag 
df msoRS Ulther at a Staff Training Center or by thg .Training 
diPlslon, Central' Office) ha^ve twc sets of objectives: ''Learning 

^^^^^^^^^^^^^^^^^^^^ Objectives.^: ^enWll f^d thes^n 
tte^l^i^^ii that preceed^ the 1 ei^sin^^^^in^ aiid Instructional 
inateriaU^^fhe ob^ectives^ h4ve been desl^a'^o: ^ 

^A. ^ive the i^tructor and trfl^€ sped fl^lnformation about 
i/the purposes of the training; and 




/ . 

B, Allow the instructflt and^the trainee to know how'weTt'the 
informaticm kr\ thTe training has beeh ssemi nfted . # 
' ^ "Lgarnwig Objectives" deal with the kinds of tasks that t^e ^ 0 
traineePfs^exFngcted to carry ^ut durlny the trainings normally these 
tasks InvoTve s'omething ot^er than^tu^ly phyt4^1y W^^p'^t^J^ 
t^e joF, 'I^^nyl^i^, ths tasks are rtfated^o proyWing baxkgreund 
information so 'that the trai.nee d'^n . better 'do the job. An txample ef 



. \ . , , I . - , ^ JQ3 . 

■ ■ ■■ ^ ' ■ - , ■ . 

r V ■ ; .■ . . 

t iMfning objective Is:' 'dtscr1t>e the basic criteria for, (1)'* 

.> foffal ■coyntr, (2) pinsus checks, (3) emerjency counts." ' (lOQI 

^ ' ■ ■ ' ' : ■ . 

■ „j4ccuracy). the asstimption is thit 1t wiTI' be of use^ta a correcttcnal 

• ■ ' '■ ' ■ a ' ' '■( 

wiployee, »ti^ has^^to^onduct counts , t&. know what t(it threejclsirtr /, * ; ' 

of counts ai4 and wfia^tlity entail . To evaluate how\e11 this objpcr , 

^ t1>/a"has bepr^iW^f^ the tratMt mlghlbpfskia to wrfte ft brief ^ 

definition Qf eneh". (This ENp^tltular quMtlonMs Incltrfed In'^the^ 

^^^Comprehw^^ve Written Test for the^stltatlon. FeuAll iar^zatl^ 

Triiriing Prografn,)^ Sinctia ^tandard of performance 1s istabllshed 

• (100% accuracy) , 'tae Training Coordlnator^could evaluate succes 
dettrmining that the trainee had wiltten an accurate deflnVtlon Of Mil, 

' ^ threte typ^f of cpuhts / I f ^be .deflneid two types, he ob.vlously^ ha! 
not^^iiCc'^fiiDy mat the objecfl ye. / / 
^ "Perfofnnance Objecttves'' are actually more importajit to the Tratnjng ^ 
toDndina tor and th« trainee- iPerforrDince object ivp^are measiired oh 
the icfual Praetlce Test^Whfeh accoi!ipantts^ the T^+fT^gWQor«^ 
Guide for tfie,. Initltutw Fa^fllarlzatlon TrapfiS^og]^^ We have , 
' ^ita fed that the purpose of tif^a^^lng Is to b^tH^4M|1p the' employe'e \ ' 

to do job^-^d perfonna^ce ol^ectives s^^l Out what ii^expected ' l 

* 1r tafnis of^-actual perforTOnce of a task, ^or example* "Conduct an 
accurate count of a living area or a section^of a living area whU^ ♦ ' 
undtr supervision of an "^ssoci ate instructor" (400% accuracy) -Is a 

performaitce objective, to evaltfJte thi |^ objective, we would ag«in 

' , ^ . / ^ . ' ' ' • ' ^'--x 

^ €»^k oMr^mfMttW (lOOl adcUr^y) dAd observa th€ trainaa a^tuall^ ( 

perfprniing the courit. If It is accurate/ the objective has ^^^^t\ 

■ . ' ■ ' • 
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Inaceurate means 



that 



the objectlvfe has not bian met afnd IndlfitiS, 



^hat tha trainee needs furtKtf tfilnlgli Munsellng, closer supe 
vision during counts, ate-. n ^ ,a 

.Learning and performar^e obJac^yeS' aj:e already estabni^hed for 
in-house training programs; you wm probably. want to establlsH 



to maasurt performance that 



at is relats^Sto certain special, local 
t rweniber to ttft^uch objectives specif 1e» 



In^st^JtutlonaT needs. Just reenter to Iftft^uch objectives speclfi 
measurabltj and observable srf tNt you can actually evaTuate thetr^ 



successful attaM nfnent And rAnember to let the trainee knov^ what 
objectivgs .^^is expected to achieve, « v 



. Jot all perforTTiance objectives come from training programs. Others 
; es tab! 1 Shed ii)^'»st .ordifs r oral instructions from superylsor^* 



pplley statemenSF/iOd>operatiqps\m|fc^^ ?tc. The objectives 

^br traioiqi programs ouqht to be consistent and compatible 




IN. 



tives frjom otKar S04irces and all objectives ought to 



tc , Qg^eryatle, and measurablfe, \f they, are nbt* then we ^ 



carniot rAlistically expect the trainee^on ^n^loyee tJ meet our standards 



of perform^ we , 



r 



J 



^LLOW-UP 

We have evaluated an efnployee and deter^i 
performing as desiref^ we may have deterrrnnedl thi s because of his 



nit 



hat he is not 



faliuVe to meet jcert^ i n training objectives or becaus^e his su[ 



rvi sar 



advises us that^e cannot da tne^iofa* The question which\nowfac'(iS us 

is how to fol rbw-up^and ntove to^correct ^hH .deftrfencies . Ofie ijisefuV^^ 

way of directtng od^ efforts In fhis area is to usei^e "Quick Reference 

1 ' > \ ' 



erjr 
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f^^Ust.ln Anali^zlng Performance Pr^Tems." (Prior to vising 
f sibfcBr>«u -trteutd read*Ma|er and Pipe'f book, Analjging Nr- 
iMeiBs y^ ' You Reanv CUjghta -Wanrffr ' . .There Is a^copy^ln 
* .tf^v|^*t*W wtf^ft' s staff 1 ibrary . ) 
' , Tht first step lfi using 'tds checklist^ and a wise step even 1^ • 
yo^ don't use the checklist, is %o s1t down vtitb the emploi^ee and 
hii/her supenvisor, and sptctflcany spall out-e^^ctly^what it is 
t|^t"the OTpldS^ee is not doing"-the^ "performance di^^^ancy." "This 
description rho^ld be sptcifit and ^describe observable,^ measurable 
behavior, -^f the supervisor cannot describe exactly what's wrong' 
with the behavior; nei thfr you,. the' ^loyef^ nor yie supervisor will 



1 



, l^now'tiow to correct it. Byre o^^^etnents like: "I don't Tike his 

atticudel". "He isn't hard-nosed enough!", or "He's too damned hard- 
nosed!" 

Force the supervisor to tell you--and the employees-how h^ knows 

r what it is at^ut his Attityde. 
r) that concerns the supervisor 



that the aijplo^^ is too hard*, 
(as demons tratfd^o observable 




As a triiner, you cannot be ^^pected to change ^ttitudes and internal 
^ feelvn^ (iUhoygh suc^^changes niay take^plaefef. You* can only be sure 



that you have charKjed of the-job behavior and perfyrma^^a^ ^ecaiuse you 
ciin see that behavior and rnea sui^^ it a^ijist previous behavior. This' 



is why a precise description of t^e-^erformailt e^-di screpancy is so 
importpit". j^fT-ietines yoo--w^i1] discov^l" tl]at the employee has neVer feany 



.been sure what it was that the supervisor was unha;ppy about. Once It's 



written dow^^ttnd ev^^np involved understand^ what th'^F^rea d'f 



#^r 
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disayeanent Is, ^he problHn may be solved. A great many performanci 
probliins are slMpiy mls-cofflBunlCftlw or non-coiiinunlcatien. bttw^n th« 
sup€B^1sbr and thi subordinate. 

f'^^^s assume for the sake of discussion that this supervisor/ 
subordinate problem goes deeper than just poor cormunlcatlon.^ Look at 
the sample "Quick Rftferehce Checklist" included with th-is package; 
notice fMt after we have Identified the specific performance d1screpincy» 
we must detenmne: J 

A. Is It IfipO '-tant? Not every problem that employees have In 

regard t» job performance and/oT twining may be serious enough 
^ to attack. Your time, resources, and energy are at a premium; 
you have to make the decision--using the probe qgest,ions In 
the check! ist--whether or not to take further action. (In our 
fKiiiiple, m state it is an Important problemj 
B\ Is It a skill deficiency? Rtmem^r our warning about state- 
merits Tike: *"I don't like his attl tude--reira3n hirai" When 





an individual has a definite skill deficiency--or as Mager and \^ 
» PiVe put it: "he couldn't perform as desired if His^ffe ^^ ^^ 
depeDded on it"--then, and only»then, is theVe a training 



problem. PoD^ttAudes, fears, Wi ssatisfaction With the 
Itatijs^quo, etc., o*^be a lot of poor performance I^ever, 



that does not necess^i^ mean that Hh^^^j^^ be addresstd 

t f^n^nq program--si nee they are not necstiarliy 



t the perfor^nce discrepancy is due to a ski^l 




ime other questions that you need ^to ask (see 



kty quitlons 4. 5, 6, and 7 on the "Quiek Referirtce Ch#1ist") to 
>#lA^oy d#Waini ^c^ly lihat dtgrae of effort is netdid to provide 



For a good many perfotl^q 





idequatii roitdlil tralhing to corrict tte probleiTi, 

repancies, yo^^jl going to find that 
lid perfomi thi ^ask the corrftt way jMfay "^Mlly wanted 
»4t is not the result pf a skill deficij^^lrf 1s* not 
ntcessarlj^ going to be helped % femedlal (or af^ othtr) gaining* 
(SBe.^$t1ons 8* 9, 10* and 11 on the "Quick Reference Checklist,'*) 
In suon cases* the, role of the Trainii^ Coordinator seems to be one 

of: ' ^ ' = ^ ^ 

A,%D1scdvering the reasons for coor performance; and 
^By^AdvisIng the supervisor jndyemployee of thosfrwrea^ons so 

that they can correct them, ^ ^ 

The fdinal section on the ^Checklist" (Section IV) helps you zero 
in on a possible solution, to a given skill deficiency and/or perfofmancfe 
problem. The correct answer will noW spring auto^tically to your mind; 




^1 a n we^Bf c ar e f u l1 y - - s n^^ 



but the probe questions^if consider 

,help you orl^nize your \houg^ts , cbn^^^'i^^ Resources and- 1*ipl Ications^ 
and inorease your c^nces of ^ing up with an effectivei wen-thought- 
out ^kBon. )(We hope that the sample "ChecHist" included with this 
materwPrs of assistance to you 1n using this approach to development of 

remedial training. PlMse keep in mind that some probl ems may 4nvol ve 
both "skill def icjiencies 'and /'per forma nee probl ttjj^tSt they will . ^ 

have to be attacked on bevera; level':^,). 



RETRA1 



1 



■ I-.' 



*ilPttr 9»1f^ ^i^gh Oitf tf^lMtloa Md follow-up steps» your 



ftnal fesponsib 




^dtvflop afed dfliver some sort of rj^dlal 
Q^^^^ ^lg j ^Mre eg s'. v^Thtrtfifa somi' ke^s to 1nsut1n^iffect1vf 
rtintdial tn^mq takas place: . A< 

A. ' (ilkt sure thg traloing is inAiyidualtzcd , When' a decision ^ 
\^ is made t^effer someone rwiedial trtlning* 1jt impllis that 

i - a particular individual is having trouble meeting a specific 
sta'ndard of performance. Take the time to evaluate that 



individual I ^his needSi and design the program so that 1t is 
uniquely suited to meet those needs. This is why we eneourlige 
ygg to dey|^op a new "Quick Reference Checklist'' for eqch 
- employee performance problem you^re confronted withs two 
employees may exhibit the same probl em--inabiV|>^|^to write 
acflirafe* useful reports, for example* But 
^the problemr and thi^s the necessar^^ remedial, 
correct iti may be totally diffefent. (There 
^ ^^rninn problems which can- fia addnessed w1tl^ the iSIm^ or 
sim^rar, remedial training #ppyoaches; however , >don*t make ^ 
" this issum^ion until you havp carefuny eva\u/itetf the, p^^^m^ 
^ on an ' i ndi yi di^al basi^,/' .^^^ ' 

B / Estab ll^sh .th^^^i gh t cl ^^iat l foV the ^trajj 




m cold, harsh 



th€t sofneone *a^-^bfliP r^^err^ed for refiedial graining imp! 
that some, vpry negative Teelings flsay be occuyr ing*-espwial ly ' 
on the part, the trainee. niay feel he^hds been singled 



^ . ■ . 11-/* ■ . . 109, 

ouMs * "dininyS as Inidtquati^ and ma show rtijinti^^ 
host1l1ty» and OTbarrassmant. Before you tvif begin W 
dtvj^op a remedial traJnlrtg progrjifn, be st^^ to sit down with - 
the pottntW ^Inefi txpT'aIn what you are gelng to do and 
why. Make*sur^ that he undentands that you ar^ a '-hilper"' 
whose only rolejs to help him* do his job correctly* (It 
might also be wist to make sure that'^e Is well awafe of the 
information contaijTied in >tem "C" below; it may help put him 
at ease j ^ ^ . . . / , 

Involve both the y^ployae Ind the SMjervison In the remedial 
training process . Explain to both employee and supervisor ^ 
that you cannoti and will not, be totally responsible for the 
delivery and effectiveness of this progr*m. The employee has" 
to want to help himself and 'the supervisor has to conscientioCisly 
follow up and support what happens in tlje rem^jal traiMng * 
process. 'This is why b^th Individual^ are involved in all ^€tep$ 
laid out in the "fol lo>^-up*' process. They h*^4^ input into ^ 

\- I . 

analyzing the proWem; they should also have input into developing 
the sQiution, You should not issue an e^itt that certaia "^^^1'^^' 
remedial traininq will occgr without first explaining your ^ 
rational^ for the training and getting tjieir concfrrence^and ^ 
dgreement. (This is the reason we 3rge you to get supervisor's 
and employee's si ^natures "on any training plan documentt; and 

r 

why you givt. a CDpy of those plan% to the employee--after aTl* 
it is his indWidual ized plan,) , ^ ^" 



D. FofMii^lie your trli1n?nQ plan Ih 'yltlflg . tWs wil4 probably J,,/, ^^ j^ 
sfew to.be a great dCTl%T but n fs'flictssary and' CC-^P^^^'' 

•ttotsn't have to be a complicated docutntnt. (See the %mpiA^^ 
fnctBtied 'with this material.) Writing It down and lay1|(g out 
specific obiectlves and tlm^^ames will help Insure that you 
haye carefuny thought out "^f Response to the problem, 

'Providing' a, copy of the "plan to the supervisor afld employee 
(^agaln with specifics) will help Insure that all concerned^ • 
have the same objectives in mind and will move to meet those 
objectives* 

E, the remedial training as^imple as pQSsJblQ . Included 
with this package is a/11st^of fome cormon rOTedlal jraining 
■j|4j,v1ties.' Somfe of ^^jese dp rU)t Invoke a great deal of time, 

,ey* or other risourles; however, they- can^^be e^ trembly . 




^fec^ive. Nowhera is it written that remedul triining hia 



,f ft> be complex, painful* and expensive. Good remedial training 

' . CQrre<*t^lp problem and gets an employee back on the job as , f 




quickly aind inexpensively as possible. . 
F, Follow up yQu^remedial trdinij£.^ Once you* ve delivereJ j^ur 
solution tt the problem, make sure that you d^jeCk^ wfth^oth the 
^ employee and the supervisor occassional ly over the next four to 
S*'! X morjths to^ake sure that the ^training has had the desirad 
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6^. Jjon't bi afraid to "no" . This Is thi hardest of ill the 
tasks yoif.have*to carry out as-a Tral-ning CMrdf^ator. Evtryont 
Ir'tntltled to have their problHn(s) .discussed And consldtretl 
for correction 'through renwdlal training. However, not every- 
. * ona-'s probleni can bt resolved through ramidlal training. If 
, '.a superflsbr cannot tall you what It 1s that he dislikes about 
an efiiployee^s parfonnance, other thart, "I don't Hkt his ^ 
attitude," "You know how these fresK young kids are.,*", etc, 
then you cannot do anything for the employee --or the supervisor-- 
-with reniedlal training, ^Some folks will expect you to solve 
every problem from bad grooming to suicidal tendencies with 
^. trainitig; don't fall into that trap--tell them "no." 

If, after ^analysis, you really do not feel the problefn is j 
serious enough to expend tirpe and money on, (Key Question #2 
on the^*Chickl ist") advise the supervisor a nd1 employee of your 
feelings and (if possible) suggest other alternatives to them. 
This concludes our di^scussion of how to go about developing and using 
,a remedial training program. The "Retraining Checklist'* will be of use 
to you in organizing your own efforts- as you deal with actual cases. 
Remember, define the problem, analyze it, develop a programs follow 
up, and document what you have done during each step. Good luck! I 
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. REMEDIAk TRAININ6 OPTION - 

— ■ ' ^ - * 

» ' ^'n OTE'tO^THE training CeORDINATQR / 



This lesson plan Is somewhat different that the others 1n this 



stt sfnct it Ms mean^to sefve as a self-l^nstructlohai guldi for the* 
Training Coordinator. It should b#^used to d^lop and design 
rtfnfdlal training exptriancis for Individual OTployeei who c|nnot 
sati'sfactorlly aehi'eve the obJecMves establ\1shed fdSBureau training ^ 
programs; or ^ assist employees who are unablff-to perform (satisfactorily). 



tasks assigntd than by their supiryisor(s) 
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LESSON PUN (DEVELOPING REMgDIAL TRAINING >LAHS) 



LESSON TITLED Develpping Remadlal training Plans 




TIME FRAW: Varltd (Each Inifvlduil casi may require a different 
time frame to rtsolvt.) 



MATERIALS; 



PRKlilTY: 



Copy of this lesson pTiini »Retra1n1ng' checklist j copy/of 
Analyzing Performance Problems or 'You Really Ouohtr ,^ 
Wanna ' by Robert Mager and Pater Pipe. For each / 
individual case : A copy of "Quick Reference Checln 1 st 
for Use In AnaVyil riQ Performance Probleins"; any oufrent 
evaluative materials regarding the Individual if^loyee 
to be assisted.*** 

j 

For delivery at any point when an tmployea has/ Idintlfiible 
training needs and/or deficiencies 1n perforro^nce. 



Cross References: 



/ 



Can^be used in ^conjunction with any 
Institution^ O^J-T» or other In-housf training 
program, / 

LEARNING OBJECTOVES: After studying this lesson plan and associated 

mateflals, each Training Coordinator will ba 

!e to: * . 



Define and briefly explain flfie|d1fference 
between a ''skill deficiency" and a "performance 
problem," (100% accuracy) 



PERFORMANCE IBJECTlVES 



B. List* in orders the steps to be followed in 
establishing an individualized retraining 
or remedial training plan, (1001 accuracy) 

C, list at leas^t three reasons for using time* 
money I and other resources to correct an 
individual training problem* (100% €ccu racy) 

After counse>ing with the Individual eniployee 
and his/her supervisor's), each Training 
Coordinator iflll be able to: 



Develop a written statement of the specific 
performance discrepanoiy displayed by the 
employee. This description should be 
exact and describe observable» measurable 
behavior. Both the efriployee and his/her 
supervlsor(s) should review the statement 
and sign it, indicating their agreement 
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fcflth It. (This statgment shoyld \m devaJoped 
wltt^lft fi\^ norHng iftff th# TnaTnfhf " 
Cooryinitor has bttn tdvlsed of the pro bl an.) 
{ 1001 tccupacy) . 

*B. Work through the "QuIcN Reference Checklist 
for Use In Anal^ilnl^Nrfonnance Probleins,'' 
developing accurate, wfittan AnsMri to each 

probe Question. ( A completed checklist 
should pe develope3^for^eyh individual . 
" %loyee and for each^ ^rfornwnee ,dfserepaney .' 
te employee and his/her super"visor(s) , 
lould be consul ted throughout tte develop- 
ent of tjiese answers. The completed form 
tioyljbr signed by the employee and super- 
visorfij, lidlcating thtir approval and 
agreement wItH Its analysis of the problem. 
This objecjtlye should be completed twithin 
five worklKB^da^s after the written state- 
ment of the performance discrepancy has 
^ been accepted^, (lOO* accuracy) 

*C. Prepare a written training proposal based 
on the analysis made during the development 
of the "Quick Reference Checklist...". 
This proposal will include specific, observable, 
and measurable tasks to be completed and the 
^ dates for their completion. This froposal 
will be signed by the supervisor(s; and 
employee,' Ind^atlng their agreement with 
the proposal and their Intent to coniply 
wfth it. This step will be completfed within 
five working days after complet,ion of the 
checklist analysis. (loOl accuracy) 

« 

f *D. Within 30 days after the completion of the 
tasks outlined in the training proposal 
(see Performance Objective "C"), the 
supervisor will review the employee's 
urrent level of performance and submit a 
rief, written report (one paragraph) on 
that performance to the imployee's training 
f1>«. The report should be signed by both 
the imployee and his/her supervlsoi^(s) . 
• (lOOlXccuracy) ' 

In #ach case where arwritten statement regarding the training problem 
IS made and signed by the empToyee and his/her supervisor(s), a copy 
of the statement should be given the employee. The original should 
be placed 1n the employee's training file. ^ 
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SWPLE RmEDIAL TRAINING PLAN 



of EE nam! : Las tar Slow * DATE; October 9, 197- 



CURRENT ^SIGNMENT: » "K" Dorwltory, evfnings 



SUPfRVISOR^ Harlan B. Surly. Correctlonil Sup. 



PERFORMANCE DEFICIENCY : 

AccDraing to hlii suparvlsor and himstlf * Mr, Slow has betn unab>i to 
^ submit saltl sf actor y written reports* His reports are full of qrarnnatlcal 
errDrs* spelling errors, and poor punctuation. In addition, his hand- 
writing Is extrefnely. difficult to read and his reports appear to be 
sloppily written. 

ANALYSIS. OF PROBLEM : ' ' \ . 

sfow says he's always had trouble with grarmar and spelling* "^we^ 
to pressure on current assignment^ he's rushed for time and dofesn't 
have the opportunity to closely examine his reports prior to turning 
tham in, 

SUGGESTED ACTIVITIES : ' ^ * 

1. Immediately require Mr. Slow to print all reports submitted. 

2. Provide Mr. Slow with dictionaryi copy of Elements of Style , 

i» and several samples of well -written reports to use as a guide, 

3. Supervisor will forward copies of any unacceptable reports to 
the Training Coordinator for editing and discussion with Mr, 
Slow. (Cofmionly repeated grammar and spelling errors wtll be 
noted. ) 

4. Slow to be assigned to a less tifne-consuming assignment 
during next shift change. (To give him time to work intensively 
on reports.) 

OBJECTIVES : By Jan. 9, Mr, Slow will: % 

1. Reduce the number of grammatical and spelling errors in^^ls 
reports by at least 50% (as measured against current ^reports) , 



2. Submit reports that are neatly written and readable, as indicated 
by their acceptance by his immediate supervisor. 



3\ Be rtftrred for additional CIvH Serv.ici Training (report 
• wltlf^) If objtctlves #1 and #2 ara not achltvid. 
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STRAIN Wfi CHECKLIST 



Protolm Noted., Employee does not meet 
trtlning object'lve(s) and/or employee or 
suparvfsor fikes referral of problen to 
the Training CQordlnator. 

Informel eoynsfling tikes plaot bttwttn 
gmploytt and Training Coord Ina tor. 



TIME FMME; 



Up to 5 worklnf days 
(Cuimiulatlya TTmt* Mp 
to S working days) 



5. 



Performance Discrepancy Describad in 
Written Paragraph . Must Include spec 
Masurablei observabTe behavlDr. Super- 
visor and employee sign written statement • 
indicating their agreement with identif 15at1on 
of problem. Copy of paragraph given p ' 
CTployee. 



Decision 
Is serious 



re: 
enough 



whether or not problem 
to require further action , 



Quick Reference Checklist P repared in 
Cooperation wit^ Supervisor and EmpToyee , 
Checklist signed by both indicating their 
agrement with the analysis. Copy of 
Checklist given* to employee. 

Training Coordinator checks available ^ 
resources. * 

Training Plan Developed In Consultation 
with EmDlovee and Supervisor, Pla-* ^ 



with Employee and Supervisor , 
include specific objectives t 



Ian must 

iiiwiuuc apcuiiiw wyj^^w.-^a to be completed 
and specific dates for their eompletion. 
Plan signed by supervisQr and employee. 
Copy of plan given ^o employee. 



.Training Coordinator makes arrangements 
for delivery of training/materials, etc. 

Training begins, runs its course, and is 
completed .'^ 



Training Coordinator 'con^^Jcts on-going 
evaluation* reports baeC to both employee 
and supervisor. 

1 M V 



Up to 5 working days 
(Cummglative Time: Up 
to 10 working days) 



Up to 5 working days 
(Curnmglati ve Tima: Up 
to 15 working days) 



Up to 10 working days 
(Cummulatlve Time: Up 
to 25 working days) 



From One Hour to 30 
days (Cunmulative 
Time: Up to 55 working 
days ) 
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6 . FoTlow-uft Begins . Empl g^i^^^pfirvi sor 



art advlsad oWmi^t actlvl^li^ WMV be 
IfiMkM ifld tow th#y wIVTjiN 

Training foordlratof tfaiks mployti's From 2 to 6TOnths— 

progrtiS ifttr ftturn to thi Job and « dipfnding upcm 

makts ffporti as nacessary to amployft and problOT. 
luptrvlsor, . - 



\ 

*In thi case of some problems, no formal training will be g1van. 
The employee v^ill be given a job aid, etc.* and return Immediately 
to the job. 



V 



'I ^ 



COMMON RPiEDIAL TRAININS ACTIVITIES 



T 



NOTE: This Mst Is by no mtans «xhagst1.\ii.; It 4s mtrely an attempt 'to' 
f^lto you of sonii wys to conduct irernt^tl trtlnlng. We have 
CMn1t^d soRie of Mhi mtM obvious inethods such as repeating a 
particular class and being enrolled 1n outside or*1n-house 
pr^rams Resigned for remedial training. 

JOB Ams ^ ' — 

A jo^Aid Is a written, sequential list of all the steps that 
go Iffto perfomlng a particular task. It can also be a diagram 
^hlch illustrates those sane, steps. The "Retraining Checklist" 
which accompanies this package is ah example of a 40b aid. Job , 
aids are especially Ireful when there is a set routine to be 
followed. The trainee mertly refers to the job aW to insure 
that he isn't omi tti no' alqy Important steps, / 

■ • . -r 

HOOELS/SAMPLES ^ ^ ■ . 

These alfe es^eci€i ly useful-^^apuch areas as report writing of' 
.prfeparatfon of data. You develop (or use an already existing) > 
copy of a standard report, data fheet, etc. Although the trainee's 
report wi-ll not be exactly the same, there should be enough 
siiiillarities in format and content of the sample so that he can 
write his' report by merely "filling in the blanks" or changing 
specific facts he wishes to report. ^ * 

STANDARD LISTS 3 ' , 

If you know there are certain words which are always misspelled, 
or q^artaln facts that are always lacking, certain steps that are 
always ignored in performng a particular jobi place \|^^se er^rors 
on a list (along with the right way of performing the task) and 
cir^culate to those making the errors* 



SELF STUDY (BOOKS ^ DICTIONARIES, POLICY STATEMENTS) 

Such resources should be available to the employee so that he can 
use them at his own ipace to improve his performance. However , make 
sure that you follow up and insure that the mployee knows how to 
use a dictionary, policy statementi etc.* and that he Is usTng 
them. (Cafrying a ppcket dictionary arounTTn his pocket will not 
automatically mak|.^"lm a better speller--he still has to look the 
wqrds up!) \ ^ 



ADAPTATION OF REGULAR TRAINING MATERIALS 

____ . . _ _^ ^ _t%. ^ -■- _Tr_:r^^T-r-^-r . " 



* ifl • 

Cons'lder vldtotaplnfl or audlotaping theiT#|(€ur'es and othtF' class 
actlvitiis that yoi/fn^rmally put on. ' Stori'thesf tapts^ and make 
them (and playback/fiqulpnwnC) available so that an itnployee inty 
check theni out, vliwy or hear them-at his, own leisure, and^ ravlevf 
those sections, whl|h he stUl has trouble grasping. 

cpunse(in'6 and FEEDB^|K 

Before you do ahmhing; else, make sure that the emplbyee actually 
'knows his supervi/sor i's unsatisfied with his perforrnance and why. , 
Sometimes just /^Is 'miich feedback is enough to correct the problern. 
Also, please r^mimber to tell, the employee when he's doing ''It" 
- correctly, esppanany after you have discussed hi s shortcomings ■ , 
with him, / // ' . 

Ml ■ ) 

' f ^ 

ROLE MODELS ; / ; • 

When an indi\/1;^ual just can't do the Job corwctly.'and especially 
when it ;s difflcujt to Identify exactly what the performance 
discrepancy feSults from, try putting the empl^ee with an employee 
who's Very goQid at petfforming the task. Let him observe, ask 
questioris, an^ encourage him to copy the "good" employeei^ behavior. 

USE GIMMICKS ' f ! ' " 

Cards with reminders written on-^the, pieces of string tied around 
a^ finger* etc., seemU little hokey--but sorfletimes they, work! 
Especially^hen the ^temployee has sufficient skm but he forgets or 
ignores some aspect of the task. 
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As a trainer* have positive expGctations--the em^oyee can^ change 
for the better. 

Don't harass or embarrass-- remember , you're on his side. 

Be honest but supportive; set reasonable standards and stick by 
them* 

Reward ppsitive changes and immediately confront negative changes. 
^- Follow Upland give feedback; as often and as much as necessary. 



